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BAND 
B 

GRADE 
2 

SUBGRADE 
1 

FLSA STATUS 
Non-Exempt 

NATURE OF WORK   

This is the first level of the Corrections series. Incumbents are responsible for the security, health, welfare and 
safety of inmates in the County's correctional facility, and the effective delivery of correctional services through 
the observance of all federal and state laws, county ordinances, correctional policies, procedures, rules and 
regulations. Responsibilities may include: screening inmates for behaviors, attitudes, and interests; conducting 
initial custody assessments; supervising inmates and enforcing rules and regulations to ensure the security of 
assigned area and personnel; transporting inmates to and from court and medical appointments; tracking and 
record keeping of all community service hours worked. 

 

ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may 
vary.) 

FREQUENCY 

1. Manages the care, custody, and control of inmates by transporting and escorting 
inmates to and from sites; screening inmates and conducting initial custody 
assessments; conducting well-being checks; searching and inspecting prisoners and 
vehicles and conducting shakedowns of cells for valuables and contraband; referring 
inmates to appropriate units/agencies; distributing meals and ensuring daily needs are 
met; and/or rendering emergency first aid. 

Daily 
40% 

   
2. Monitors the facility to ensure safety and facilitate jail operations by monitoring 

inmate activities; setting up assigned areas; inspecting locks, windows, grills, doors, 
and gates; tracking inmate movement; monitoring inmate visitation; reporting 
maintenance problems to appropriate parties. 
 

Daily 
30% 

3. Prepares, maintains, and updates a variety of forms, reports, rosters, logs, records, 
activity journals, and/or other related documents, such as booking forms, and 
inventory records. 
 

Daily 
20% 

4. Performs booking procedures, to include: booking new inmates into the facility, 
processing inmates for release, completing paperwork, fingerprinting, answering 
phone calls and addressing questions, tracking court dates, and/or coordinating with 
other agencies. 
 

Daily 
10% 

5. Performs other duties of a similar nature or level. As Required 

 

FUNCTIONAL SPECIFIC RESPONSIBILITIES MIGHT INCLUDE:  

 None 

 

TRAINING AND EXPERIENCE REQUIREMENTS   

High school diploma or G.E.D.  

 

LICENSING REQUIREMENTS   

Incumbents in this class typically require: 

 None. 
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KNOWLEDGE REQUIREMENTS 

 Self-defense techniques; 

 Ethical standards of conduct; 

 Search and seizure procedures; 

 First aid and CPR methods; 

 Correctional facility procedures and regulations; 

 Inmate handling procedures; 

 Court room practices and procedures; 

 Computers and related software applications; 

 Specialized procedures or regulations relevant to area of assignment; 

 Modern office technology. 

 

SKILL REQUIREMENTS   

 Implementing first aid and CPR; 

 Implementing defensive tactics; 

 Applying applicable Federal, State, and local laws, rules, and regulations; 

 Monitoring safety and security of correctional facilities; 

 Monitoring and directing the work of inmates; 

 Maintaining records and files; 

 Utilizing a computer and relevant software applications; 

 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, the 
general public and others to sufficiently exchange or convey information and to receive work direction. 

 

PHYSICAL REQUIREMENTS   

Positions in this class typically require: climbing, crouching, reaching, standing, walking, pushing, pulling, lifting, 
fingering, grasping, feeling, talking, hearing, seeing and repetitive motions. 
 
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, 
and/or up to 10 pounds of force constantly to move objects. 

 

CLASSIFICATION HISTORY    

DATE COMMENT 

January 2020  

 
NOTE 

The above position description is intended to represent only the key areas of responsibilities; specific 
position assignments will vary depending on the business needs of the department. 

 
The position description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and the requirements 
of the job change. 


