Salary Board
Meeting Agenda
May 4, 2026
1:30 p.m. — Conference Room #701, 7th Floor
Call to Order
Minutes of the April 6, 2026, meeting.
Behavioral Health & Developmental Services — Tania Maser 1:30 p.m.
a. Request approval to eliminate one (1) vacant Caseworker position (502484), Grade I, and
create an additional Case Aide position, Grade B, effective upon approval. (Min:

$31,960.50 Mid: $39,955.50 Max: $47,950.50)

b. Request approval for a $2.91 on-call rate for employees within the Intellectual and
Developmental Disabilities division, effective upon approval.

District Attorney — Heather Adams 1:35 p.m.
a. Request approval to hire an applicant at an annual salary of $88,200 which is above the
start rate for an Assistant District Attorney I position (504329), Teamsters-Court Related
Professionals Grade 51, effective upon approval. (Min: $72,235 Max: $107,300).
Presentation of Reports — Quarterly Turnover Report
Business from Guests

Adjourn

Next Meeting: Monday, June 1, 2026



Salary Board
Action Request Form
This form serves as an Executive Summary and must accompany requests for placement on a Salary Board agenda. Please

review the attached Form Completion Guide for important information regarding information sought. If additional space is
needed to describe your request, you may attach additional information.

Date: _ 4/20/2026 Department: _ BHDS

Submitted by: Tania Maser, Executive Director
(Name and Title)

1. State action submitted for approval (no acronyms, please):

Request approval to eliminate 1 caseworker position (502484) and create 1 Caseworker Aide
position within Intellectual Developmental Disabilities department at an annual salary of $31,960.50

Min: $31,960.50 Mid: $39,955.50 Max: $47,950.50

Grade: B Union: N/A

2. Effective date (if retroactive, provide justification):
Upon Salary Board approval

3. Purpose of action request:

To create and hire candidate in a new role to assist with Support Coordinators per Performance-
Based Contracting requirements and submission of plan to the State.

4. Cost: $6,400.00 (3 remaining pays in FY 25/26) Annualized Cost: $51,204.00 salary&benefits
5. Projected increase/decrease in cost to department:

Eliminating a Caseworker position, grade H, and creating a Caseworker Aide position, grade B, will
save the department ~$12,743 annually (salary & benefits)

6. Isthe cost of the request included in the current dept. budget? [X] Yes [ ] No If not, describe
how cost will be covered:

The position that is being eliminated is budgeted. The eliminated position has a higher cost to the
agency.

7. Funding source:
100% Medical Assistance Fee-For-Service Funding

. |X| Budget Services contacted

o]



Salary Board
Action Request Form
9. Provide justification for this request by providing comparison data such as survey information,
caseload data, national averages/benchmarks, etc.

This position is a Case Aide level position within the Intellectual and Developmental Disabilities
component. The position is responsible for assisting in ancillary tasks from the Support
Coordinators in order to enter timely billing for payment and waiver submissions for individuals.

10. Briefly describe the impact of this request on productivity/efficiency and list expected measurable
results.

This position can assist with providing faster billing entries to receive State payments timely as well
as assist individuals with ensuring waiver submissions due to changes in our system impacting
individuals and access to medical benefits in our system. This position will be able to provide direct
support to the BHDS Support Coordination Organization (SCO) with tasks that currently take time
away from direct support to the individuals.

11. Attached: |X| Organization Chart (All requests)
|:| County Employment Application (New hires above start rate only)
|:| Hire above supplement (All new hires above start rate, permanent increases,
and reclassifications) https:/Icpaecmployees.org/DocumentCenter/View/3460/Salary-Board-
Action-Request---Hire- Above-Supplement
& Job descriptions (All requests, excluding vacant over 1 year)

|:| Other




County of Lancaster
An Equal Opportunity Employer

JOB TITLE: Case Aide

POSITION #:

REPORTS TO:

JOB CODE: DATE: 4/20/2026

DEPT: BHDS

FLSA CLASSIFICATION:

Position #- 502500 |Z| Non-Exempt [ | Exempt
Job Title - Assistant Chief Caseworker

WORK SCHEDULE: TYPE POSITION:
Hours/Week: 37.5 X Full Time [_] Part Time
|:| Temporary|:| Seasonal |:| Intern
Start Time: 8:30am End Time: 5:00pm

Work Days (Check all that apply):
S M T WTh F Sa

LD

JOB SUMMARY

This is an entry-level professional social service work in our County Behavioral Health/Developmental Services Agency.
The case aide position is assigned to the Support Coordination Director of the unit and the employee is commonly
referred to as a Support Coordinator Assistant (SCA).

Employees in this position participate in formal and informal BHDS agency training programs which provide knowledge
of the methods, procedures, rules and regulations necessary to perform social service and case management supportive
services to individuals with Intellectual Disabilities and/or Autism and their families to assist them in attaining a more
inclusive social, economic, emotional, and physical life while maintaining health and safety. The work assigned is limited
in scope and difficulty, and is performed under close supervision, but as knowledge and skills are acquired, more latitude
in judgment and decision making is permitted. Work also involves the training and application of problem solving
techniques. Work is performed in accordance with established regulations, policies, and procedures, but employees are
expected to exercise initiative and judgment in discharging their duties.

The SCA provides essential administrative and program support to Lancaster County BHDS Support Coordination and
assists Support Coordinators in carrying out service planning and case management responsibilities. The SCA helps
ensure individuals receive timely, accurate, and coordinated services by completing tasks that support documentation,
scheduling, data entry, and communication with providers, families, and team members.

REPORTING RELATIONSHIPS

Work is reviewed by a support coordinator supervisor and director through regularly scheduled individual and group
conferences, and the review of records and reports.

ESSENTIAL JOB FUNCTIONS

The SCA participates in a formal and informal training program which provides the basic knowledge of the agency
purpose, rules and regulations governing the operation of the agency, client population characteristics, and services
provided.

Learns about the network of community resources and agency-funded services by reviewing resources, site visits and
working with and observing higher level casework staff.

Assisting Support Coordinators with gathering documentation, completing forms, and preparing files for meetings or
assessments.

Managing phone calls, scheduling appointments, and organizing team meetings.

Entering and updating individual information in HCSIS.



Monitoring due dates and ensuring required documents are completed in a timely manner

Completing factual, clear, and concise documentation.

Coordinating with providers, families, and community resources to relay information or request updates

Supporting the intake and referral process as needed.

Assisting with quality assurance tasks such as file reviews, audits, and data tracking.

Maintaining accurate records, scanning, uploading, and organizing documents.

Providing general administrative support to the SCO and leadership as assigned.

Receives instruction regarding agency and State policies and procedures and completion of all applicable forms. Receives
instruction in proper documentation techniques and use of the required databases.

Attends and participates in a variety of client meetings and is exposed to a variety of learning experiences, including
forms and on-the-job training programs designed to develop professional and technical skills.

Performs a variety of entry-level social services and support coordination duties designed to provide services to children
and adults with intellectual disabilities and autism. Makes referrals to community agencies and resources to meet client
needs.

SCA must also complete and participate in mandatory and elective trainings to meet ODP training requirements.
Occasional compensatory or flex time may be requested to meet the needs of individual clients, family members or
service providers.

OTHER SPECIFIC TASKS OR DUTIES

The employee will work in collaboration with the Supervisor of the Unit and the Directors of Support Coordination and
Administrative Entity (AE) staff to promote a cooperative work effort within the other Support Coordination Units. They
will promote a cooperative work effort within MH/ID’s various components, e.g. administrative, mental health, as well as
with contracted service providers and with the community at large.

Support coordinators will complete other duties as specified by the Supervisor, Directors and AE staff.

MINIMUM QUALIFICATIONS

1.Highschool Diploma or Equivalent.

KNOWLEDGE, SKILLS AND ABILITIES

1. Knowledge of human development and behavior including individuals, families and groups.

2. Knowledge of the basic principles of psychology, sociology or other social sciences.

3. Ability to understand and accept the needs and rights of others and work with individuals with intellectual and
developmental disabilities.

4. Ability to learn, interpret and apply relevant laws, regulations and policies governing agency services.

5. Ability to learn how to conduct individual and team meetings and use them to identify strengths, goals and abilities to
support individuals to have an Everyday Life.

6. Ability to plan an organize work, prepare adequate records and reports, set priorities and learn to maintain a caseload in
an effective and timely manner.

7. Ability to adequately express ideas orally and in writing.

REQUIRED LICENSES/CERTIFICATIONS/CLEARANCES

*Must pass pre-employment drug screening test.

*Must have acceptable background check that includes FBI Clearance, PA State Police criminal history and ChildLine
clearances. Clearances are required prior to the start of employment and may not be more than one year old at time of
employment.

*A valid driver’s license and acceptable driving history in accordance with County policy.

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT

The physical demands and work environment described here are representative of those that must be met by an employee
to successfully perform the essential functions of the job. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.



*Must be able to work in a busy and open environment.

*Must be able to routinely provide own transportation to and from consumer's homes, meetings, outreach visits
other job-related appointments in a timely manner and be able to access those locations with reasonable
accommodations.

*This position has been identified as having the potential for exposure to Hepatitis B. Access to training and a
voluntary vaccination against Hepatitis B are provided.

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

| have received a copy of the Job Description and have read and understand its contents.

and

Employee’s Printed Name Employee Signature Date

Supervisor’s Printed Name Supervisor’s Signature Date



Salary Board
Action Request Form
This form serves as an Executive Summary and must accompany requests for placement on a Salary Board agenda. Please

review the attached Form Completion Guide for important information regarding information sought. If additional space is
needed to describe your request, you may attach additional information.

Date: _ 4/24/2026 Department: _ BHDS

Submitted by: Tania Maser, Executive Director
(Name and Title)

1. State action submitted for approval (no acronyms, please):

Request permission to establish paid on-call for the Administrative Entity and Supports
Coordination Organization units of the Intellectual and Developmental Disablities component

Min: Mid: Max: $

Grade: Union: N/A

2. Effective date (if retroactive, provide justification):
Upon Salary Board approval

3. Purpose of action request:
The Intellectual and Developmental Disabilities component is expected to have an on-call system
per the updated Administrativ Entity Operating Agreement and the Supports Coordination
Organization qualifications requirements. The program has not operated with an on-call system
previously for this component. The Mental Health component does have an on-call system in
which staff are reimbursed. BHDS is seeking approval to replicate this under Intellectual and
Developmental Disabilities.

4. Cost: $S2.91/hour Annualized Cost: $40,000

5. Projected increase/decrease in cost to department:

The total annualized amount would be an increased cost to the department at approximately
$40,000 annually (varies based on office closure days)

6. Is the cost of the request included in the current dept. budget? |:| Yes |X| No If not, describe
how cost will be covered:

The cost will be covered by the Human Services Block Grant. We have reviewed are budget and
have sufficient funds to meet the increase.

7. Funding source:

Human Services Block Grant: 96.95% State, 3.05% County Match



Salary Board
Action Request Form
8. [X] Budget Services contacted

9. Provide justification for this request by providing comparison data such as survey information,
caseload data, national averages/benchmarks, etc.

The Intellectual and Developmental Disabilities component is expected to have an on-call system
per the updated Administrativ Entity Operating Agreement and the Supports Coordination
Organization qualifications requirements. While the Crisis Intervention staff often fields
emergency calls, they are limited in their knowledge of the Intellectual and Developmental
Disablities service scope and need assistance from those who have that knowledge. The on-call
schedule will mirror that of the Mental Health component. Staff will be on-call from 5PM until 8:30
AM during the business week and a full 24 hours during weekends and County closure days.

10. Briefly describe the impact of this request on productivity/efficiency and list expected measurable
results.

In the event that a crisis or emergency situation is occurring for individuals enrolled in the
Intellectual and Developmental Disabilities program after hours, staff (including but not limited to
crisis intervention) may call a Supervisor or Program Planner/Evaluator on-call for assistance. This
will ensure faster response to the situation as well as improve the ability of BHDS to identify
appropriate resources and a course for action.

11. Attached: |:| Organization Chart (All requests)
|:| County Employment Application (New hires above start rate only)
D Hire above supplement (All new hires above start rate, permanent increases,
and reclassifications) https:/Icpaecmployees.org/DocumentCenter/View/3460/Salary-Board-
Action-Request---Hire- Above-Supplement
|:| Job descriptions (All requests, excluding vacant over 1 year)

[ ] other




May 2025

< Lancaster County BH/DS

Tania Maser
Director BHDS
U/502458

Administrative Analyst
1/502464

Key

Name

Title
Grade/Position #

Chief of Admin Services
R/502467
SEE ATTACHMENTI

BH Program Planner — MH
R/502414
SEE ATTACHMENT 2A &

DS Program Planner- El
R/504009
SEE ATTACHMENTI

DS Program Planner-ID
R/502471
SEE ATTACHMENT 3




Administration
Attachment 1
May

Chief of Admin Services
R/502467

—

Executive Administrative

Coordinator
1/504642

Program/Planner Eval
L/502651

Office Support Supervisor Office Support Il
H/503150 F/502452
I Vacant
Assistant Office Support Supervisor Office Support llI
G/504443 F/502474

I I
1 I
Office Support lll Office Support Il
F/503168 D/502449
Office Support Il Office Support Il
D/502450 D/503554
Vacant I
Office Support Il Office Support Il
D/502473 D/502447
Vacant I
Office Support Il Office Support Il
D/502659 D/503002

Program/Planner Eval
/503133

Fiscal Officer Il
0/504774

Fiscal Officer Il
0/502456

Computer Manager
L/504804

Accountant/Auditor Senior

M/504322

Computer Manager

L/502461

Vacant

Accountant/Auditor Senior

M/502454

Account Clerk Il
E/502451

Vacant

Accountant/Auditor Senior

M/502460

Account Clerk Il
E/502446

Account Clerk Il
E/503874

Account Clerk Il
D/502349




Mental Health
Attachment 2A
May 2025

R/502414

BH Program Planner — MH

Program Coordinator
L/502989

Chief Caseworker
N/502421

Bl I

Chief Caseworker
N/502420
See Attachment 2B

i

Senior Program Planner
N/504548
See Attachment 2B

Senior Program/Planner
N/504777

Caseworker
1/504055

Assist Chief Caseworker
L/503771

Program/Planner Eval
L/503692

Caseworker Senior Caseworker Senior
K/502661 K/502412
| ] Vacant
Caseworker Caseworker
1/503772 1/503528
Vacant 1|
Caseworker Caseworker
1/504056 1/502406
] Vacant
Caseworker Caseworker
1/504057 1/503729
Vacant Vacant
Caseworker Caseworker
1/503774 |
Vacant Vacant
Caseworker Caseworker
1/504038 1/502402

| ] | ] | ] ]| Vacant
Assist Chief Caseworker Assist Chief Caseworker Assist Chief Caseworker Caseworker Senior Assist Chief Caseworker
L/503728 L/502395 L/503870 K/502411 L/502397
[ [ [
] I I Vacant
Caseworker Senior Caseworker Senior Caseworker Senior Caseworker
K/504694 K/504686 K/502435 1/502404
Caseworker Caseworker Senior Caseworker Senior
1/502403 1/504695 K/504687
Caseworker Caseworker Caseworker Senior
1/502987 1/503775 K/504504
| ] Vacant | ]
Caseworker Caseworker Caseworker Senior
1/502879 1/504158 1/502410
Caseworker Caseworker Caseworker
1/502878 1/502533 1/502429
Caseworker Caseworker
1/504493 1/502433

Caseworker
1/502401




Mental Health

Attach 2B
May’ﬁ

BH Program Planner — MH

R/502414

Chief Caseworker
N/502420

Assist Chief Caseworker
L/502432

I

Assist Chief Caseworker

Caseworker Senior

B E—

Assistant Office
Support Supervisor

I —
I

G/504442

Senior Program/Planner Eval 2

N/504548

I

Assist Chief Caseworker
L/503506

1

Assist Chief Caseworker
L/504354

CASSP Program Coordinator
L/502390

Vacant
Caseworker Caseworker
1/504723 1/502423
Caseworker Caseworker
1/504725 1/502427

Office Support 1l
F/502418

Caseworker
1/502434

Caseworker
1/503030

L/504720 K/504717
I B —

-l I
Caseworker Caseworker Senior

1/502425 K/504162

I Vacant
Caseworker Trainee Caseworker

H/502416 1/600011
Caseworker

1/502407

Caseworker
1/503863

Caseworker
1/502419

Caseworker
1/502422

Caseworker
1/504721

Caseworker
1/504724

Caseworker
1/502430

Caseworker
1/502594

Caseworker
1/504722

A 4
Caseworker PT
1/502438

Caseworker PT
1/502842

Caseworker PT
1/502437

Caseworker PT
1/502647

]
-

Caseworker Senior

Caseworker Senior

CCSS Program Coordinator

K/504710 K/502413 L/504805
Caseworker Caseworker Senior Caseworker PT
1/502409 K/504740 1/502595
Caseworker Caseworker Senior Case Aide
1/502400 K/503476 B/504826
Caseworker -- .
1/502708 Caseworker Senior
K/502761
Caseworker _
1/504040 Caseworker
1/502441
Caseworker
1/503776




Attachment 3

IDD

May 2025

DS Program Planner ID

Chief Caseworker
Director — BHDS Case Management
N/502500

Vacant
Assist Chief Caseworker
L/502478

Assist Chief Caseworker
L/502579

Assist Chief Caseworker
L/502578

— 1

Assist Chief Caseworker
L/503834

L/502476

|

Assist Chief Caseworker

Assist Chief Caseworker
L/504154

[
1

Caseworker Senior Caseworker Senior
K/502498 K/502497
|| Vacant
Caseworker Senior Caseworker
K/504703 1/503074
Caseworker Caseworker
1/503487 1/502482
Caseworker Caseworker Trainee
1/502486 H/502660
Caseworker Caseworker PT (over 1000)
1/504070 1/502431
Vacant I
Caseworker Caseworker Senior
1/502485 K/504627
Caseworker Caseworker
1/503488 1/502494

Caseworker Senior Caseworker Senior Caseworker Senior
K/503835 K/503385 K/502499
Caseworker Caseworker Senior Caseworker
1/504156 K/504704 1/502638
|| I Vacant
Caseworker Caseworker Caseworker Trainee
1/502481 1/504157 H/502483
Caseworker Caseworker Caseworker
1/502480 1/502489 1/502484
|| Vacant |
Caseworker Caseworker Trainee Caseworker
1/504071 H/504155 1/502490
Vacant | ] ]|
Caseworker Caseworker Caseworker
1/503564 1/502493 1/502492

Caseworker
1/503733

Caseworker
1/502475

R/502471
Vacant Vacant -- --
Caseworker Program/Planner Eval Program/Planner Eval 2
1/503731 L/504812 N/504441

Program/Planner Eval 2
N/504679

L
(1]

Program Planner/Eval
L/503169

Program Planner/Eval
L/503342

Program Planner/Eval
L/504606

Program Planner/Eval
L/502469

Program Planner/Eval
L/502470

Program Planner/Eval
L/504481

Program Planner/Eval
L/504732

Program Planner/Eval
L/504738

Program Planner/Eval
L/504739

Caseworker
L/503732




El
Attachment 4
May 2025

DS Program Planner El
R/504009

Office Support llI
F/504670

Chief Caseworker
N/504586

Program/Planner Eval 2
N/504662

Program Planner/Eval
L/504482

Assist Chief Caseworker Assist Chief Caseworker Assist Chief Caseworker Caseworker Caseworker Senior Caseworker
L/503690 L/502477 L/502725 1/502811 K/504776 /504111
Caseworker Senior Caseworker Senior Caseworker Senior Caseworker Caseworker
K/502576 K/503341 K/503831 1/502491 1/504718
Caseworker Caseworker Caseworker Account Clerk Il
1/504542 1/502488 1/502644 F/503846
Caseworker Caseworker Caseworker
1/503871 1/504149 1/503340
Caseworker Caseworker Caseworker
1/504630 1/503586 1/503691
Caseworker Caseworker Caseworker
1/502640 1/502479 1/504148
Caseworker Caseworker Caseworker
1/502487 1/503529 1/503847
Caseworker Caseworker Caseworker
1/504828 1/502495 1/504167

Program Planner/Eval
L/504719




Salary Board
Action Request Form

This form serves as an Executive Summary and must accompany requests for placement on a Salary Board agenda. Please
review the attached Form Completion Guide for important information regarding information sought. If additional space is
needed to describe your request, you may attach additional information.

Date: _ 4/29/2026 Department: _ B1300

Submitted by: Heather L. Adams District Attorney
(Name and Title)

1. State action submitted for approval (no acronyms, please):

To hire an applicant above starting rate for position number 504329, ADA | with starting salary of
$80,200.00.

Min: 72,235.00 Mid: -- Max: 107,300.00
Grade: -- Union: Yes
2. Effective date (if retroactive, provide justification):
Upon approval for 6/1/2025 start date.
3. Purpose of action request:
To hire an applicant within the County with significant criminal work experience.
4. Cost:$110,560 Annualized Cost: $64,493
5. Projected increase/decrease in cost to department:
This position is budgeted for 2026 at $72,235.00 so the amout not budgeted is $7,965.00

6. Isthe cost of the request included in the current dept. budget? [X] Yes [ ] No If not, describe
how cost will be covered:

The cost will be covered by FIVE open ADA | positions that will not be filled until mid-August. These
positions have been open since the beginning of the year.

7. Funding source:
B1300
8. |X| Budget Services contacted

9. Provide justification for this request by providing comparison data such as survey information,
caseload data, national averages/benchmarks, etc.



Salary Board
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The increased salary is justified because it is commensurate with the experience and the salaries of
existing members in the office, all of whom fall under the union contract. This particular employee

is coming to the office with 11 years of experience as an attorney, the majority of which has been
in the criminal justice field.

10. Briefly describe the impact of this request on productivity/efficiency and list expected measurable
results.

This candidate will join our office in a dual role: juvenile and appeals. This position has been
vacant for sometime and having this role filled will positively affect both the appeals and juvenile
units workload and response time.

11. Attached: |X| Organization Chart (All requests)
|X| County Employment Application (New hires above start rate only)
|X| Hire above supplement (All new hires above start rate, permanent increases,
and reclassifications) https:/Icpaemployees.org/DocumentCenter/View/3460/Salary-Board-
Action-Request---Hire- Above-Supplement
& Job descriptions (All requests, excluding vacant over 1 year)

|:| Other




County of Lancaster

Job Description

An Equal Opportunity Employer

JOB TITLE: Assistant District Attorney I JOB CODE: 349 DATE: 2/23/2024
POSITION #: 00504329 DEPT: District Attorney's Office
REPORTS TO: FLSA CLASSIFICATION:

Position # - 00500988 [ ] Non-Exempt [X| Exempt

Job Title - Appeals and Legal Services Supervisor

WORK SCHEDULE: TYPE POSITION:
Hours/Week: 37.50 X Full Time [_] Part Time
|:| Temporary|:| Seasonal |:| Intern
Start Time: 8:30 am  End Time: 5:00 pm

Work Days (Check all that apply):
S M T WTh F Sa

OXX XXX

JOB SUMMARY

The Assistant District Attorney in this position will fill a dual role. The ADA will be assigned to the Appellate Unit,
responsible for the handling of various levels of appeals received and filed by this office. The ADA will also be assigned
to the Juvenile Unit and be responsible for the prosecution of juvenile cases, including handling consent decrees,
adjudication hearings, admissions, case reviews, detention hearings, and other miscellaneous juvenile hearings.

It is the duty of an Assistant District Attorney to seek justice. In doing so, an Assistant District Attorney is responsible for
evaluating cases, taking into consideration resources, strength of the evidence, severity of the crime, any impact on
victims and the community and policy considerations.

A prosecutor in the appeals and legal services unit handles cases post verdict through all levels of the appellate process to
include both state and federal court. This person must be well versed in Pennsylvania criminal, appellate and federal
haveas corpus law. This person must be able to provide competent legal assistance to the police and other trial level
ADA's regarding any legal issue or question at any level of an investigation or prosecution.

Compensation is subject to collective bargaining.

REPORTING RELATIONSHIPS

This position reports to the supervisor of the Appeals and Legal Services Unit, with oversight from the Juvenile Unit
Supervisor, the First Assistant District Attorney and the District Attorney.

ESSENTIAL JOB FUNCTIONS

-Prepare pretrial, post-trial and appellate briefs and memoranda of law.

-Handle PCRAs and Federal Habeas Corpus matters

-Argue cases before the Common Pleas and PA appellate courts, as well as 3rd Circuit Court of Appeals

-Prosecute juvenile cases, handle consent decrees, adjudication hearings, admissions, case reviews, detention hearings,
and other miscellaneous juvenile hearings



OTHER SPECIFIC TASKS OR DUTIES

-Conduct Preliminary Hearing blocks.

-Screen assigned cases for discovery, plea offer, pretrial litigation, and trial presentation.

-Conduct summary conviction appeals, current business sessions, guilty pleas, and bench warrants.
-Prepare pretrial, post-trial and appellate briefs and memoranda of law.

-Advise law enforcement officers on cases, charges and law.

-Act as Duty DA to be on call for the office on a rotating basis.

-Assist in the training of all new Assistant District Attorneys

-Provide trainings to police or others as requested by DA.

-Complete continuing legal education in order to maintain license to practice law.

-Perform other duties as assigned.

MINIMUM QUALIFICATIONS

-Bachelor’s degree

-Juris Doctorate degree

-Licensed to practice law in the Commonwealth of PA

-Admission to the Bars of the Supreme Court of Pennsylvania, the United States Supreme Court, the United States Court
of Appeal for the Third Circuit, the United States District Court for the Eastern District of Pennsylvania.

KNOWLEDGE, SKILLS AND ABILITIES

Must possess analytical abilities, communication skills, a working knowledge of the criminal justice system as well as an
understanding of the current state of the law, Pennsylvania crimes code, rules of criminal procedure and possess a
presence in the courtroom.

Must be knowledgeable in PA criminal and appellate law.

REQUIRED LICENSES/CERTIFICATIONS/CLEARANCES

License to practice law in the Commonwealth of Pennsylvania.
Successfully meet the requirements of the criminal history background check.
Compliance with the County's "authorized" driver guidelines.

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT

Work is sedentary in nature. Expect in the context of driving a motor vehicle in the course of employment, there are no
specific physical demands.

ACKNOWLEDGMENT FOR RECEIPT OF JOB DESCRIPTION

| have received a copy of the Job Description and have read and understand its contents.

Employee’s Printed Name Employee Signature Date

Supervisor’s Printed Name Supervisor’s Signature Date



Office of The

District Attorney of Lancaster County
Budgetary Organizational Chart

"
TELEPHONE ) LANCASTER COUNTY COURTHOUSE
717-299-8100 / % \ 50 NORTH DUKE STREET
FAX Aoy PO BOX 8348
717-295-3693 LANCASTER, PA 17608-3480
I District Attorney
Chief County Detective Media Specialist I Grants Specialist Victim/Witness Unit
First Assistant District Director
Attorney
- | — Victim/Witness Restitution Advocates
Lancaster County County Detectives Digital Forensics Sentencmg_ Guidelines Advocates
— . Coordinators
Drug Task Force Unit
Office Manager
Chief of Appeals and B
- Community Prosecutor .
Legal Services P Deputy Office
(ADA Manager) (Asst. District Attorney I) Manager
First Deputy District Attorney
(ADA Manager) —
Services I
Asst. District Attorney I Juvenile Trial Teams 1 & 4 Trial Teams 2 & 3 Total Stait Nismbers
Asst. District Attorney | Unit Attorneys 29 FT & 1 PT (2 FT Vacancies)
Asst. District Attorney |
(Juvenile / Appellate) Assistant District Attorney Assistant District Attorney Assistant District Attorney Detectives 18
ADA Unit Supervisor ADA Unit Supervisor First Asst. Dist. Atty.
Asst. District Attorney | ADA Unit Supervisor First Dep. Dist. Atty. Victim Advocates 12FT & 1PT

Trial Team Specialty / Unit Key

Sexual Assault / Child Abuse
Major Crimes

Felony Drug

Highway and Traffic Safety
General Trial
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(Juvenile / Appellate)

Asst. District Attorney |
Asst. District Attorney |
Asst. District Attorney Il

Asst. District Attorney |

Asst. District Attorney |

Asst. District Attorney |l
ADA Unit Supervisor
Asst. District Attorney Il
ADA Unit Supervisor
ADA Unit Supervisor

Asst. District Attorney |

Asst. District Attorney |

Restitution Advocates 2
Support Staff 21 FT (2 FT Vacancies)
Civilian Tech Analyst 1
Media Specialist 1

Grant Coordinator 1

Sentencing Guidelines Coordinator 3






