
POSITION DESCRIPTION


Boone County Courts 
POSITION:


Probation Officer Assistant 
DEPARTMENT:

Boone County Probation 
WORK SCHEDULE:
Up to 20 hours per week; as assigned 
DATE WRITTEN:  February 2023

STATUS:  Non-exempt
Temporary 6 month position 
DATE REVISED:




RATE OF PAY:     20.00/hour 
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Incumbent serves as a Probation Officer Assistant (POA) for the Boone County Probation Department, responsible for administering chemical tests, conducting observed urine drug tests with clients of the same gender/gender identity. completing and maintaining records, and performing various clerical duties.
DUTIES:
Administers and documents chemical tests for drugs/alcohol for the Drug Testing Program, according to departmental guidelines and rules established by the Indiana Office of Court Services/Judicial Conference of Indiana. 
Conducts observed urine drug tests with clients for multiple departments and programs.
Conducts check-ins of clients/program participants as assigned.

Performs clerical duties as related to the probation intake process as assigned. 

Performs various clerical duties such as data entry, sorting/distributing mail, and delivering mail between the probation offices and other county offices.
Answers telephone, determining nature of call, providing information
 and assistance, taking messages, and/or routing to appropriate office or department.
Performs duties of receptionist during breaks/absences or as needed, as well as covering for absent support staff members as directed.
Completes documentation/data entry in departmental case management systems, recording contact with program participants/family members/other relevant persons, documenting case activities and events, and all other data entry required by departmental policies/procedures.
Conducts meetings/appointments with clients/program participants if directed by probation officer or supervisor. 
Utilizes Evidence Based Practices (EBP) to reinforce compliance with terms and conditions of community supervision and to assist clients/program participants in obtaining needed services.
Conveys and enforces departmental program rules to clients/program participants, including monitoring and documenting client/program participant check-in/attendance, advising supervising probation officer of participant tardiness, failure to appear (FTA), and/or failure to complete required alcohol/drug tests. 
Advises supervising probation officer or Supervisor in a timely and appropriate manner of issues/problems with clients/program participants.
Makes and/or responds to a variety of telephone calls/emails concerning clients/program participants, including providing and requesting information, and assisting probation officers as requested.
Assists supervisor with conducting annual evaluation of performance, developing personal improvement plans accordingly.
Assists the Community Corrections Program Coordinator with documentation/data entry in departmental case management systems, recording contact with program participants/family members/other relevant persons, documenting case activities and events, and all other data entry required by departmental policies/procedures, including but not limited to Drug Court.
Uploads/scans documents into CMS system.
Works on special projects as directed.

Attends support staff meetings, other staff meetings, and trainings as instructed. Meets with supervisor as needed.

Performs related duties as assigned and/or required by law.

II. PERSONAL WORK RELATIONSHIPS:

This position maintains frequent contact with co-workers, other County departments, participants and their family members, other law enforcement agencies, Department of Corrections, and the public for purposes of exchanging information and explaining policies and procedures. 

Incumbent reports directly to the Chief Probation Officer and Assistant Chief Probation Officer. 
III.  PHYSICAL EFFORT AND WORK ENVIRONMENT:
This position performs duties in a standard office environment, involving sitting and walking at will, keyboarding, speaking clearly, hearing communication, close vision and handling /grasping objects, lifting/carrying objects weighing less than 25 pounds, bending, reaching, color perception, and exposure to potentially hostile/violent persons.  
The Boone County Probation Department is an Equal Opportunity Employers. Equal employment opportunities are provided to all applicants for employment without regard to race, color, religion, sex (including pregnancy), gender identity, national origin, age, disability, marital status, political affiliation, socioeconomic status, status as a protected veteran or any other protected status in accordance with applicable federal, state, and local laws, and the Indiana Judicial Code. If you are a qualified individual with a disability and will need a reasonable accommodation to assist you in applying for the position or to perform the essential functions of the job, the Boone County Probation Department will provide reasonable accommodations.
APPLICANT/EMPLOYEE ACKNOWLEDGMENT
The job description for the position of Probation Officer Assistant for the Probation Department describes the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description and understand that it is not a contract of 
employment.   I agree to comply with all job duties, requirements and responsibilities contained herein, and any subsequent revisions.   

_______________________________________________

________________

Applicant/Employee Signature




Date


