DeKalb County Government currently has a support staff opening in the Probation
Department available immediately. Duties include clerical information production
— transcribing, formatting, inputting, editing, proofreading, retrieving, copying
and transmitting text, data and graphics; answering and directing phone
communications; maintain department calendars; reception desk duties; handle
client requests; maintain office supplies; file system maintenance; collecting fees;
balancing tills; financial reporting; delivery of departmental mail and more.

Must be an effective and efficient communicator (possess proper English usage
including grammar, spelling and punctuation) with fellow staffers, clients, Court
staff and other stakeholders; have ability to multi-task in a high-stress
environment. Demonstrate excellent interpersonal skills.

Must be at least 18 years of age with High School Diploma or GED; have working
knowledge of legal terms and proficiency in use of clerical equipment and
program standards — phone system, Microsoft Office, etc. Position subject to
proficiency evaluations, drug screening and criminal background check.

Normal working hours are 8:30 a.m. to 4:30 p.m. Monday through Friday (35 hour
work week) with an hour lunch but must be flexible to meet the needs of the
department; four day (35 hours) workweek possible after training period.

What can you expect when you work for DeKalb County Government?

Competitive pay — Up to $24.08/hr

Benefit package — medical, dental, vision, Rx and life/disability insurance
Retirement Plans

Generous Holidays and Paid Time Off

Public Service Employees Student Loan Forgiveness

Direct deposit

Interested applicants should e-mail a request for an application packet to
careers@co.dekalb.in.us not later than August 20, 2026.

All qualified applicants will receive consideration for employment without regard
to race, color, religion, gender, national origin, age, sexual orientation, gender
identity, disability or veteran status.


mailto:careers@co.dekalb.in.us

POSITION DESCRIPTION
COUNTY OF DEKALB, INDIANA

POSITION: Support Staff

DEPARTMENT: Probation

WORK SCHEDULE: 8:30 am. - 4:30 p.m., M-F; four day (35 hours) work week possible
after training period

JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician)

DATE WRITTEN: August 2019 STATUS: Full-time

DATE REVISED: July 2026 FLSA STATUS: Non-exempt

To perform this position successfully, an individual must be able to perform each essential function of the
position satisfactorily. The requirements listed in this document are representative of the knowledge, skill,
and/or ability required. DeKalb County provides reasonable accommodations to qualified employees and
applicants with known disabilities who require accommodation to complete the application process or
perform essential functions of the job, unlessthose accommodations would present an undue har dship.

Incumbent serves as Support Staff for the DeKab County Probation Department, responsible for
supporting office personnel and performing clerical duties.

DUTIES

Answers telephone and greets office visitors, providing information and assistance, responding
toinquiries, and/or directing callers to appropriate individual or department.

Prepares and manages clerical information, including scanning documents and forms into
Odyssey, typing documents for probation officers, dictation and transcription, formatting,
inputting, editing, proofreading, retrieving, copying, and transmitting text, data, and graphics for
Probation, Alcohol and Drug Court, and Court files. Gathers and stores all pre-sentence
investigation reports. Stores and presents data using spreadsheets and databases.

Collectsfees, balancestills, and creates financial reports.

Maintains department calendars for personnel, including arranging meetings, conferences, and
travel.

Maintains and submits a variety of monthly reports to corresponding agencies and departments.

Maintains inventory, including placing and expediting orders, verifying receipt of supplies, and
monitoring office use and maintenance.

Maintains file system, including retrieving NCIC records, organizing and storing files efficiently,
and e-filing documents and information with the court and attorneys.

Collects and delivers office materials to officers, other departments and employees. Travelsto
jail and courthouse daily for documents. Probation/Support Staff



M aintains expungements, as directed.

Assists with case closures, juvenile and adult officers, and Vet Court and Drug and Alcohol
Court, as needed.

Performs related duties as assigned.

|.JOB REQUIREMENTSAND DIFFICULTY OF WORK:

High school diploma or GED.
Must be at least 18 years of age.
Ability to meet al hiring and retention requirements, including passage of adrug test.

Knowledge of standard office policies and ability to apply such knowledge to a variety of
interrelated processes, tasks and operations.

Knowledge of court procedures and legal terminology and ability to refer to Indiana Code and
online sources.

Knowledge of standard English grammar, spelling, and punctuation and ability to prepare
correspondence and reports.

Ability to effectively communicate orally and in writing with co-workers, other County
departments, participants and their families, attorneys, community service agencies, victims,
counselors, Court and law enforcement personnel, and the public including being sensitive to
professional ethics, gender, cultural diversities, and disabilities.

Ability to type with speed and accuracy and properly operate a variety of standard office
equipment and software, including Spillman, Odyssey, INcite, Microsoft Word, Excel, and
Outlook, computer, calculator, transcriber/dictaphone, postage meter, copier, telephone, fax
machine, and copier.

Ability to file, post, and mail materials.

Ability to compare or observe similarities and differences between data, people, or things.
Ability to compute and perform simple arithmetic additions/subtractions.

Ability to compile, collate, or classify data.

Ability to analyze, evaluate, coordinate, make determinations, and take action based on data
analysis.
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Ability to competently serve the public with diplomacy and respect, including occasional
encounters with irate/hostile individuals.

Ability to provide public access to, or maintain confidentiality of, department information and
records according to State requirements.

Ability to comply with all employer and department policies and work rules, including, but not
limited to, attendance, safety, drug-free workplace, and persona conduct.

Ability to understand, memorize, retain, and carry out written and oral instructions and present
finding in oral or written form.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and to complete assignments effectively amidst
frequent distractions and interruptions.

Ability to apply knowledge of people and/or locations and plan/layout assigned work projects.
Ability to plan and present public speaking presentations.

Ability to testify in legal proceedings/court.

Ability to occasionally work extended and/or evening hours.

Possession of avalid driver’ s license and demonstrated safe driving record.

II. RESPONSIBILITY:

Incumbent performs avariety of reception and clerical duties according to aformal schedule
with work priorities determined by supervisor. Assignments are guided by definite objectives
using a variety of methods or procedures. Periodically, decisions are made in the absence of
specific policies and procedures. Errorsin incumbent's work are usually detected through
standard bookkeeping checks and procedural safeguards. Undetected errors would result in work
delays in the department and/or inconvenience to other agencies/public.

111, PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with co-workers, other County departments, participants
and their families, attorneys, community service agencies, victims, counselors, Court and law
enforcement personnel, and the public for the purpose of exchanging and explaining information.

Incumbent reports directly to Office Administrator and/or Chief Probation Officer.
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IV.PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a standard office environment, involving sitting/walking at will,
sitting/standing/walking for long periods, lifting/carrying objects weighing under 25 pounds,
pushing/pulling objects, driving, crouching/kneeling, bending/reaching, close/far vision,
color/depth perception, keyboarding, speaking clearly, and hearing sounds/communication.

Incumbent occasionally works extended and/or evening hours.

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT

The job description for the position of Support Staff for the Probation Department describes the
duties and responsibilities for employment in this position. | acknowledge that | have received
this job description, and understand that it is not a contract of employment. | am responsible for
reading this job description and complying with al job duties, requirements and responsibilities
contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?
Yes No

Applicant/Employee signature Date

Print and/or type name
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DeKalb County Probation Department
215 East 9" St. Suite 200
Auburn, IN 46706

Release of Criminal Records

To whom it may concern:

[ , hereby authorize the release of any and al criminal
records of mine to the DeKalb County Probation Department, and/or his agent.

Signed: Date

Affirmation of Truthfulness

| affirm that this application contains no misrepresentations or falsifications, omissions,
or concealment of material fact, and that the information given by meistrue and

compl ete to the best of my knowledge and belief. | am aware that the statements made
by me on this application are subject to later investigation. | am further aware that should
any investigation disclose any such misrepresentation, falsification, omission, or
concealment of material fact, my application may be rejected and my name removed
from the eligibility list. If already appointed, | may be dismissed.

Signed: Date:

Required Documents: (M ust be attached to application)

There are certain official documents that the candidate MUST  submit with hishers
application to DeKalb County Probation Department in order to authenticate information
that will be provided in the application document, COPIES, not originals, are requested.

Attach applicable copies of the following:

1)  Birth certificate

2) Required Education, High School Diploma, GED Equivalency, or
College

3) Armed ForcesDischarge, DD214

4)  Valid Driver’sLicense

5)  Naturalization Papers, if applicable



DeKalb County Government

Employment Application

Date: Position Applied for:
Employee Information
Name:
Last First Middle
Address:
Street City State Zip Code

Primary Phone Number:

Personal Email Address:

Secondary Phone Number:

Referral Source (i.e. walk-in, job posting, current employee, etc.):

Employment Questions

Please complete the following questions with the most accurate and honest answers.

If you are under 18, and it is required, are you able to provide a
work permit? Yes No N/A

Have you submitted an application here before?
Yes No N/A
If yes for which positions?

Have you ever been employed here before?
Yes No N/A
If yes please provide dates:

Are you able to provide a valid Driver’s License?
Yes No

Are you able to provide a valid CDL, if it is required?
Yes No
If yes what classification?

Are you able to work any shift?  Yes No

Are you able to work overtime, including weekends, if needed?
Yes No

What date are you available to start?

Are you able to perform the “essential functions” of the job for
which you are applying (with or without reasonable

accommaodation? This question is not designed to elicit information about
an applicant’s disability. Please do not provide information about the existence
of a disability, particular accommodation, or whether accommodation is

necessary. These issues may be addressed at a later stage to the extent
permitted by the law.

Yes No | need more information
about the “essential

functions” to respond

Have you entered into an agreement with any former
employer or other party that may be considered a conflict of

interest for the position in which you applied? If yes, please make
sure you obtain and complete a “Uniform Conflict of Interest Disclosure
Statement” and return it to the correct parties.

Yes No




Employment History

Employer: Phone Number:
Address:
Street City State Zip Code
Dates Employed: Job Title:
Supervisor: May we contact for reference? Yes No
Salary:
Why did you leave?
What did you like most/least?
Summarize your job duties:
Employer: Phone Number:
Address:
Street City State Zip Code
Dates Employed: Job Title:
Supervisor: May we contact for reference? Yes No
Salary:

Why did you leave?

What did you like most/least?

Summarize your job duties:




Employer: Phone Number:

Address:
Street City State Zip Code
Dates Employed: Job Title:
Supervisor: May we contact for reference? Yes No
Salary:

Why did you leave?

What did you like most/least?

Summarize your job duties:

Education and Military History

Please complete the following educational and military, ranging from most to least recent.

School/Military Branch Years Major/Minor/Degree/Rank/Etc.
Completed




Related Information

To what job related organizations do you belong (professional, trade, etc.)?

List any special accomplishments, publications, awards, etc.

List any relevant volunteer work.

Is there any other job related information you feel we should know about you?

If not addressed on the previous page, have you ever been fired or asked to resign from a job? Yes

If yes please explain:

No

Explain any gaps in your employment, other than those due to personal iliness, injury, or disability.

References

Name Relationship Phone Number

Years Known




Application Certification and Signature
| certify that the information given in this application is true and complete to the best of my knowledge.

| authorize you to make such investigations and inquiries as may be necessary in arriving at an employment
decision. | hereby release employers, schools, or persons from all liability in responding to inquiries in connection
with my application.

In the event of employment, | understand that false or misleading information given in my application or interview
(s) or any omission of information may result in discharge. | understand, also, that | am required to abide by all
rules and handbook policies of DeKalb County Government and/or the specific department.

My signature below constitutes authorization to check my employment history, including without limitation,
evaluations, criminal arrest and conviction record checks, reference checks, and release of investigatory information
possessed by any state, local or federal agency. | further authorize those persons, agencies or entities that the
recipient(s) of this application contacts in connection with my employment application to fully provide the recipient(s) of
this application any information on the matters set forth above. | expressly waive in connection with any request for or
provision of such information, any claims, including without limitation, defamation, emotional distress, invasion of
privacy, or interference with contractual relations that | might otherwise have against the recipient(s) of this application,
its agents and officials or against any provider of such information.

I understand DeKalb County Government is an equal opportunity employer. DeKalb County Government does not
discriminate in employment on account of race, color, religion, national origin, citizenship status, ancestry, age,
sex (including sexual harassment), sexual orientation, pregnancy, marital status, physical or mental disability,
military status or unfavorable discharge from military service.

Print Signature Date



