
 

Memo           DATE: January 7, 2020  

TO: Williston Selectboard   

FROM: Erik Wells, Assistant Town Manager   

        Shirley Goodell-Lackey, Finance & HR Director 

RE: COMMUNITY JUSTICE CENTER STAFFING    

 

This memo outlines the current staffing structure at the Williston Community Justice 
Center, staff roles and a staffing-level scenario to consider funding in the FY 21 budget. 
Center Director Cristalee McSweeney will address the specific staffing roles and the 
work of the center at the meeting.  

Current Structure  

Center Director- 38 hours per week 
Restorative Justice Specialist- 23 hours per week 
Administrative Assistant – 20 hours per week  

Structure to Consider for FY 21 

Center Director- 40 hours per week 
Restorative Justice Specialist- 40 hours per week 
Administrative Assistant – 20 hours per week 

Roles- What follows are the major operational roles of each position. 

Center Director- Coordinate tracking and management of all case referrals, conduct 
initial interviews with victims, research and gather case information, establish whether 
cases meet eligibility requirements, determine most appropriate restorative process, 
ensure reparative meetings are restorative, support victims, recruit and train 
volunteers, mediate community conflicts, manage program funding and budget, 
supervise center staff and volunteers, work with numerous stakeholders at the local and 
state levels. 

Restorative Justice Specialist- Screen all center referrals, conduct intakes with all 
referred clients, close out cases upon completion, monthly DOC case management 
reporting, assists offenders with navigating resources available, manage restorative 
panel volunteer scheduling, attend panels to ensure protocols followed, victim outreach 
and management of case throughout process 

Administrative Assistant – Correspondence, record-keeping and reporting, scheduling, 
processing of new referrals   
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Budget impact 

 

*The scenario with 2.5 FTEs assumes 40 hours-Director, 40 hours-Justice Specialist, 20 
hours- Admin Assistant  

* The scenario with 2.25 FTEs assumes 40 hours-Director, 32 hours-Justice Specialist, 20 
hours- Admin Assistant  

The Town uses a standard benefit rate for each FTE.  


