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Classification 142
FLSANonexempt
EEOC04

GENERALSTATEMENTOFDUTIES

EnsuressafetyandsecurityoftheCorrectionsFacilityvisitorentrance schedules andcoordinates
inmatevisitation performsrelatedworkasrequired

SUPERVISIONRECEIVED

WorksunderthegeneralsupervisionofaCorrectionsSergeantorothersupervisorwhoassignswork
establishesgoals andreviewsresultsobtained forconformancetoSheriffsOfficestandards and
overalleffectiveness

SUPERVISIONEXERCISED

Supervisionofotheremployeeisnotaresponsibility ofpositionsinthisclassification

EXAMPLESOFDUTIES Dutiesmayinclude butarenotlimitedtothefollowing

1 Coordinatesinmatevisitation schedules appointments forvisitation adjustsvisitingschedule
asneededforsafetyandsecurityneeds informssecuritystaffofvisitingschedule maintains
visitinglog

2 Determineseligibilityofallpersonsvisiting thefacility followingsafetyandsecurity
proceduresfor inmatevisits determinestypeofvisit contact noncontact explainsvisiting
procedures

3 Performssearchesasdirectedofpersons briefcases etc forweaponsandorcontraband

4 Conductsinmateclothingexchange releases inmateproperty approvesandissuesreceiptof
incominginmateproperty deliverspropertytoappropriatesecuritypersonnel

5 Locksandunlockspublicentrance conducts interiorsecuritysearchofpublicentrance reports
anydisruptivebehaviortosecuritystaffforappropriateaction

6 Answerspublicinquiriesandprovidesapprovedinmaterelatedinformation

7 Operatesdesktopcomputerutilizingmultiplesoftwareprograms andsecure databasesystems
entersandretrievesdata

8 Operatesmultiple linephone systemandorradiocommunication
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RECRUITINGREQUIREMENTS
KNOWLEDGE SKILLSANDABILITY
KnowledgeofsafetyandsecuritypoliciesofthecountyandCorrectionsFacility appropriate
emergencyprocedures basicmath

SkillandAbilitytocommunicateclearlyandeffectivelyinbothoralandwrittenform with
individualsfromvarioussocioeconomicbackgrounds confrontandmaintaincontrolwithunstable
intoxicated disturbed ordistressed persons remaincalm andperformeffectivelyunderstresswhich
mayincludeverbalabuseandthreatsofphysicalassaults followandenforcewritten policies
proceduresinstructions completevariousforms receiptsandlogs operatedifferenttypesofsecurity
oremergency relatedequipmentasrequired operateadesktopcomputer withvarioussoftware
programsandotheroffice equipment meetandassistavarietyofindividualsincluding butnotlimited
to staff countyemployees families generalpublic clients legalprofessionals contractors and
volunteers inacourteousandprofessionalmanner

EXPERIENCEANDTRAINING

AND1 Highschoolgraduationorequivalent

OR2 One 1 yearexperienceincustomerservice anduseofacomputer

3 Anysatisfactoryequivalentcombination ofeducation training andorexperiencerelevantto
theposition

NECESSARYSPECIALREQUIREMENTS

1 Workingknowledgeofandexperiencewithcomputersandcomputerkeyboardingisrequired
Mayberequiredtopassaskillsassessmenttest

2 Positionsinthisclassmayberequiredtoworkrotatingshifts subjecttocallbackorother
alternativeworkschedules

3 Candidateswillbesubjecttoapersonal backgroundinvestigation including butnotlimitedto
criminalanddrivinghistories

4 Somepositionsinthisclassificationmaybedesignatedbilingual
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