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JOB DESCRIPTION

SOC CODE: 33-3012 Correctional Officers and Jailers

	JOB TITLE:  Detention Officer
	JOB CODE:



	DEPARTMENT: Lincoln County Sheriff’s Office 

SUPERVISOR’S TITLE: Commander Detention Officer
	FLSA STATUS:



	POSITION SUMMARY

To provide full and complete safety, security, care, and welfare for the inmates as well the staff. To render services to the public as directed by the Sheriff, Undersheriff, or the policy manual and to always preserve and protect the integrity of the Sheriff’s Office.


ESSENTIAL FUNCTIONS

1. This position is involved in monitoring arrest data, intake and booking process, documentation of all jail movement, ensures the safety, security, care, and welfare of inmates. 
2. Security, care, and welfare of prisoners while transporting to and from court rooms, medical appointments, and outside agencies. Transport is not limited to a particular area and maybe outside of Lincoln County and/or Montana.
3. Frequent contact with the public and outside agencies.

4. Daily coordination of activities with other Detention Officers and/or Detention Commander and Undersheriff
DUTIES AND RESPONSIBILITIES

· Monitors all arrest data, makes necessary changes, monitors all live-scan (electronic fingerprint machine) data, and makes corrections when needed prior to downloading to the state. 
· Completes booking forms, medical screening, fingerprints, identification photos and property inventory sheet at intake.  
· Furnishes life functions and provisions for inmates, observes and monitors inmates to detect potential problems and situations.  
· Performs jail searches as needed and scheduled.  Searches inmates thoroughly and keeps inmates under constant supervision through the intake and booking process.
· Classify inmates, accordingly, considering any special needs. 
· Documents all jail movement to include personal visits, attorney visits, court, religious, self-help groups, and recreation in the records management system.
· Documents incidents and provides clear and concise supplemental reports where necessary.  
· Orders jail supplies.
SCOPE OF RESPONSIBILITY

Evaluation of this position will be primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to the following:
· Perform assigned duties
· Inmate intake classification

· Dealing with emergency situations to include medical

· All inmate movement to include court transfers and transports to/from other agencies

· All normal jail functions and shift responsibilities

· Maintain a safe and secure environment for all concerned

· Deals tactfully with the public

· Answers routine inquiries

· Displays effective oral and written communication skills

· Establishes and maintains effective working relationships with fellow employees, supervisors, and the public.
· General facility upkeep, maintenance and/or janitorial duties
JOB SPECIFICATIONS

Education:
Highschool Diploma and/or GED. Must complete and pass the four-week M.L.E.A training and receive certification within a year of hire. 
Experience:
No previous Law Enforcement or Detention experience necessary. Must have a valid driver’s license.
Knowledge, Skills, Abilities and Competencies: 

· Complete and graduate from MLEA Correctional/Detention Officer Basic within one year of hire.
· Must pass full criminal and personal background check.
· Requires skills in the use of in public relations, office management, and recordkeeping (basic computer operation and ability to learn specialized software programs). 
· Maintains professional and technical knowledge.
· Ability to relate to and evaluate people, to assert one’s authority, to communicate effectively orally and in writing, to follow verbal and written instructions explicitly, and to establish effective working relationships. 
· Decision making, legal compliance, handles pressure, deals with uncertainty, lifting, maintains physical fitness, exercises sound judgment, maintains objectivity, dependability, emotional control, and integrity.
.

The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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