
CHEROKEE COUNTY GEORGIA 
POSITION DESCRIPTION 

 
TITLE: DIRECTOR – DUI/DRUG COURT 

 
 

GENERAL DESCRIPTION 
 
The essential function of the position within the organization is to direct and oversee 
operations of the DUI Drug Court.  The position is responsible for supervising staff, 
planning, training, resolving daily operational issues and fielding questions for State 
Court and DUI/Drug Court, securing funding and managing budgets, coordinating court 
sessions and serving as liaison for State and DUI courts, managing accounting 
functions, ensuring compliance with applicable policies and regulations, providing 
customer service, and performing related administrative/clerical tasks.  The position 
develops and implements programs within organizational policies; reports major 
activities to executive level administrators through conferences and reports. 
 
PRIMARY DUTIES: This list represents the essential tasks performed by the position. 
Employees may be assigned additional duties by management as required. 
 
Supervises staff, including selecting or recommending selection, training, mentoring, 
assigning and evaluating work, counseling, disciplining, and terminating or 
recommending termination. 
 
Fields questions, evaluates situations and resolves issues relating to participants, 
defendants and interdepartmental matters for State and DUI/Drug courts. 
 
Secures funding for DUI/Drug Court from various sources, including public and private 
sectors and grants; manages grants in accordance with applicable guidelines and 
regulations to ensure continued funding as available. 
 
Coordinates all court sessions for State and DUI/Drug courts, team meetings, steering 
committee meetings, speaking engagements and staffing sessions. 
 
Oversees accounting functions for State and DUI/Drug courts, including developing and 
implementing budgets, managing accounts payable and receivable, and monitoring 
receipting and banking of DUI/Drug Court monies. 
 
Serves as liaison for State Court and DUI/Drug Court; manages all human resources 
issues for employees from both courts. 
 
Prepares and approves purchase orders for State Court, DUI/Drug Court and Court 
Administrative Services; approves invoices from vendors, court reporters, interpreters 
and other necessary court personnel for State, DUI/Drug and Juvenile courts. 
 
Prepares, distributes and maintains yearly court calendars for State and DUI/Drug 
courts. 
 
Ensures compliance by staff with policy, procedures and regulations governing the area 
of responsibility; interprets policy for staff as required. 
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Gathers information/data to support periodic and special reports documenting activities 
for the area of responsibility; makes presentations of reports as required. 
 
Manages administrative/clerical tasks such as preparing periodic employee performance 
evaluations, entering data into a web-based tracking system for providing data to the 
State of Georgia for DUI/Drug Court, or setting up and maintaining files/records. 
 
Attends or conducts staff and other professional meetings to exchange information; 
attends technical or professional seminars or conferences to improve technical or 
professional skills, and/or to network with peers. 
 
 

GENERAL RESPONSIBILITIES AND REQUIREMENTS 
 
DATA RESPONSIBILITY: “Data Responsibility” refers to information, knowledge, and 
conceptions obtained by observation, investigation, interpretation, visualization, and 
mental creation.  Data are intangible and include numbers, words, symbols, ideas, 
concepts, and oral verbalizations. 
 
Directs others in major events and reports on activities and results. 
 
PEOPLE RESPONSIBILITY: “People Responsibility” refers to individuals who have 
contact with or are influenced by the position.  
 
Instructs or trains others through explanation, demonstration, and supervised practice, or 
by making recommendations on the basis of technical disciplines. 
 
ASSETS RESPONSIBILITY: “Assets Responsibility” refers to the responsibility for 
achieving economies or preventing loss within the organization. 
 
Requires responsibility and opportunity for achieving considerable economies and/or 
preventing considerable losses through the management of a large division or minor 
department, and/or handling of very large amounts of money. 
 
MATHEMATICAL REQUIREMENTS: “Mathematics” deals with quantities, magnitudes, 
and forms and their relationships and attributes by the use of numbers and symbols. 
 
Uses practical application of fractions, percentages, ratios and proportions, 
measurements, or logarithms; may use algebraic solutions of equations and equalities, 
deductive geometry, and/or descriptive statistics. 
 
COMMUNICATIONS REQUIREMENTS: “Communications” involves the ability to read, 
write, and speak. 
 
Reads scientific and technical journals, abstracts, financial reports, and legal documents; 
writes complex articles and reports; makes presentations to professional groups. 
 
COMPLEXITY OF WORK: “Complexity of Work” addresses the analysis, initiative, 
ingenuity, creativity, and concentration required by the position and the presence of any 
unusual pressures. 
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Performs work involving the application of principles of logical thinking, scientific, 
medical or legal practice to diagnose or define problems, collect data and solve abstract 
problems with widespread unit or organization impact; requires sustained, intense 
concentration for accurate results and continuous exposure to unusual pressure. 
 
IMPACT OF DECISIONS:  “Impact of Decisions” refers to consequences such as 
damage to property, loss of data or property, exposure of the organization to legal 
liability, or injury or death to individuals. 
 
Makes decisions with moderately serious impact - affects work unit and may affect other 
units or citizens. 
 
EQUIPMENT USAGE: “Equipment Usage” refers to inanimate objects such as 
substances, materials, machines, tools, equipment, work aids, or products.  A thing is 
tangible and has shape, form, and other physical characteristics. 
 
Handles or uses machines, tools, equipment or work aids involving some latitude for 
judgment regarding attainment of a standard or in selecting appropriate items, such as 
computer, GCIC/NCIC terminals, calculator, scanner, facsimile machine or photocopier. 
 
SAFETY OF OTHERS:  “Safety of Others” refers to the responsibility for other people’s 
safety, either inherent in the job or to assure the safety of the general public. 
 
Requires responsibility for the safety and health of others and for occasional 
enforcement of the laws and standards of public health and safety. 
 
 

EDUCATION AND EXPERIENCE REQUIREMENTS 
 

EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific 
training and education required for entry into the position. 
 
Requires a bachelor’s degree in business or public management, law, human resources 
or a closely related field. 
 
LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: “Licenses, 
Certifications, and Registrations” refers to professional, state, or federal licenses, 
certifications, or registrations required to enter the position. 
 
Requires none. 
 
EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of 
work experience that is required for entry into the position that would result in reasonable 
expectation that the person can perform the tasks required by the position.  
 
Requires eight years of progressively responsible supervisory/managerial experience, 
including several years of experience working in a court environment. 
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AMERICANS WITH DISABILITIES REQUIREMENTS 
 

PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical 
exertion and coordination of limb and body movement. 
 
Requires light work involving standing or walking some of the time, exerting up to 20 
pounds of force on a regular basis, and sustained keyboard operation. 
 
UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the 
work environment that may cause illness or injury. 
 
The position is exposed to no unusual environmental hazards.  
 
SENSORY REQUIREMENTS: “Sensory Requirements” refers to hearing, sight, touch, 
taste, and smell necessary to perform the tasks required by the position efficiently. 
 
The position requires normal visual acuity and field of vision, hearing, speaking, color 
perception and sense of smell. 
 
 

AMERICANS WITH DISABILITIES ACT COMPLIANCE 
 
Cherokee County is an Equal Opportunity Employer.  ADA requires the County to 
provide adequate accommodations to qualified persons with disabilities.  Prospective 
and current employees are encouraged to discuss ADA accommodations with 
management. 
 


