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Youth Justice Coalition Coordinator 
Job Description 

 

Department: County Administration 
Position: Career Service 
Grade:  724 
Supervisory: No   
Reports to: County Commission 

 
 
Summary 
Under general guidance and direction of the County Commissioner, provides programmatic and grant 
administration oversight for the Utah County Youth Justice Project. Guides the project’s mission to 
address community violence through a collective impact, restorative justice, and public health approach. 
Serves as the central liaison for all partners, building the collaborative network necessary to foster a 
safer community and create positive pathways for youth. This position is supported by grant funding, 
and continued employment is contingent upon securing future grants. 
 
Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

1. Manage and oversee grant objectives and timelines; ensure full compliance with all local, state, 
and federal grant guidelines, including programmatic record-keeping and reporting to funding 
agencies. 

2. Coordinate and facilitate efforts with community coalitions, workgroups, and advisory boards; 
guide, plan, and participate in regular meetings to drive action and ensure progress on strategic 
objectives. 

3. Develop, support, and help oversee youth-focused diversionary and restorative programs; 
create and execute a sustainability plan for such programs. 

4. Establish and maintain strategic relationships with community partners, including schools, law 
enforcement, non-profits, county departments, and other health and human services agencies. 

5. Facilitate administrative processes including Request for Proposals (RFPs), contractor selection, 
contractor orientation, and annual visit compliance checks; ensure all necessary contracts and 
Memorandums of Understanding (MOUs) are executed and maintained. 

6. Collect, analyze, and report on program data; complete and present state, county-level, and 
other required reports, presentations, and trainings to stakeholders. 

7. Organize and track financial processes for grant-funded projects; maintain and update budgets 
and complete monthly invoices and fiscal reports.  
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8. Research, apply for, and support the management of grants and alternative funding 
opportunities to ensure the long-term sustainability of programs beyond initial funding cycles. 

9. Apply established principles of the criminal/juvenile justice systems, prevention science, and 
collective impact models to guide coalition strategy and program development. 

10. Identify and research areas for youth justice prevention and intervention expansion across the 
county, with a focus on topics such as youth violence and gang prevention. 

11. Attend meetings, trainings, and monitor grant-funded projects, as required. 
 

Knowledge, Skills, and Abilities 
• Knowledge of principles of the juvenile/criminal justice systems, prevention science, restorative 

justice, and collective impact models 
• Knowledge of grant administration and compliance, including federal grant regulations, 

reporting requirements, and records management 
• Knowledge of program development, coordination, and sustainability strategies 
• Knowledge of community and public relations principles for effective stakeholder engagement 
• Skilled in effective written, verbal, and public communication, with proficiency in creating 

professional reports and leading productive meetings 
• Skilled in grant writing, research, and data analysis 
• Skilled in strategic program planning, project management 
• Skilled in using standard office software, including word processing, spreadsheets, presentation 

applications, and virtual meeting platforms 
• Ability to work collaboratively and influence outcomes 
• Ability to manage multiple projects and competing priorities and deadlines in a fast-paced 

environment 
• Ability to learn and accurately apply complex policies and procedures, particularly federal grant 

guidelines 
• Ability to organize, track, and manage complex administrative processes with a high degree of 

accuracy and attention to detail  
• Ability to exercise sound judgment, think critically, and proactively solve problems 
• Ability to work independently with general guidance and take initiative to advance program 

goals 
• Ability to maintain effective working relationships with those contacted in the course of work 

activities and build trust with a wide range of partners, community members, and county staff 
 

Supervisory Responsibility 
This position has no direct supervisory responsibility. 
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Work Environment 
This job operates primarily in a professional office environment or other environmentally controlled 
room. This role routinely uses standard office equipment such as laptops, computers, phones, 
photocopiers, shredders, and filing cabinets. The noise level in the work environment is usually 
moderate. Work occasionally exposes the incumbent to high-stress situations including contact with 
clients and/or the public in uncomfortable, confrontational, and emotionally charged circumstances. The 
incumbent may be required to drive Utah County owned vehicles in the course of conducting County 
business and must abide by the Utah County Vehicle Policy. 
 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  
 
While performing the duties of this job, the employee is required to use manual dexterity to handle, 
feel, and operate objects, tools and controls, and reach with hands and arms. The employee is 
frequently required to stand, talk, and listen. Specific vision abilities necessary for this job include close 
vision and ability to adjust focus.  The employee is required to type, file, and lift supplies up to twenty-
five (25) pounds.  The employee occasionally drives a motor vehicle. 
 
Position Type / Expected Hours of Work   
Incumbent must work eighty (80) hours each pay period to maintain full-time status. The expected work 
hours are 8:00 am to 5:00 pm, Monday through Friday. Occasional evening and weekend work may be 
required as job duties demand. 
 
Travel 
Travel is primarily local during the business day, although some out-of-area and overnight travel may be 
expected, up to five (5) percent.   
 
Required Education and Experience 

1. Bachelor’s degree in Public Administration, Social Work, Criminal Justice, Public Health, 
Sociology, or a closely related field. 

2. Two (2) years of full-time, professional experience in public health, criminal justice, restorative 
justice, program coordination or management, grant administration, or community outreach. 

3. Equivalent combinations of education and experience may also be considered. 
 
Preferred Education and Experience  

1. Preference may be given to applicants with experience working directly with at-risk youth in a 
programmatic, non-profit, or government setting 

2. Preference may be given to applicants with experience in building, facilitating, or leading multi-
agency coalitions, community-based workgroups, or similar collaborative efforts. 
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3. Preference may be given to applicants with experience in coordinating programs funded by 
federal grants, particularly those from justice or human services-related agencies. 

4. Preference may be given to applicants with personal or direct experience navigating systemic 
barriers or being impacted by the juvenile justice system. 

 
Additional Eligibility Qualifications 

1. Applicants must possess a valid driver’s license and obtain a valid State of Utah driver’s license 
within sixty (60) days of employment.  

2. Selected applicants will be required to submit to a pre-employment drug screen and background 
check.   
 

AAP/EEO Statement 
It is the policy of Utah County Government to assure equal employment opportunity to its employees 
and applicants for employment without regard to race, color, religion, national origin, disability, age, 
sex, sexual orientation, genetic status or gender identity. 
 
Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, 
duties, or responsibilities that are required of the employee of this job.  Duties, responsibilities, and 
activities may change at any time. 
 
Utah County Government is a drug-free workplace. 
 
Acknowledgement below to be completed after an offer has been extended and accepted.  
 
This job description has been approved by the Office of Human Resource Management in consultation 
with the Department Head. 
 
Signature below constitutes an understanding of the requirements, essential functions and duties of the 
position. 
 
Candidate / Employee ______________________________  Date _______________________ 
 
 


