UMATILLA COUNTY
POSITION DESCRIPTION
Department:

Sheriffs

Position Title:

Corrections Service Specialist

Employee Name:
Effective Date:
Job Series:
Corrections Division
Union Covered: Yes

Salary Range: 5-40
BOLI Exempt: No

GENERAL DESCRIPTION OF POSITION
Perform a variety of technical support services in an assigned area or program. To gather, review,
and report to officers or appropriate staff a variety of information pertaining to clients. To
perform delegated duties as appropriate for non-certified staff and assist officers in the
performance of their duties, as authorized or directed. Perform program services with offenders
as authorized or directed by the Supervisor. Perform case management duties, groups and other
duties as directed by the Supervisor or a Jail Command Staff. Employees are expected to
demonstrate a high level of commitment, professionalism and responsibility. Employees are
expected to demonstrate effective participation as outlined within the Umatilla County Sheriff’s
Office Team Rules (attached). They may be required to work weekends or nights.
SUPERVISORY RELATIONSHIPS
The employee in this position reports to the Jail Commander or delegated Command Staff. They
work in close association with Jail Staff, state and county community corrections, and a variety of
community based treatment providers.
Supervision of other employees is not a typical function assigned to this position; however, this
position may provide training and orientation to newly assigned personnel on department policies
and practices.
PRINCIPAL DUTIES OF POSITION
1. Interview adult offenders ordered by the court, probation/parole officer or Local
Supervisory Authority; evaluate individual backgrounds; assess offender for risk and
criminogenic needs; determine client placement in regards to necessary treatment and/or
cog services; and describe the program rules and regulations. (EE)
2. Obtains information from clients; collects risk and other assessment data and notifies
appropriate officers of the outcome of assessments. (EE)
3. Provides case management oversight in to include monitoring of offender compliance with
jail rules; prepare reports related to offender compliance under guidance and direction from
the supervising officer or supervisor. (EE)

4. Provide individual and group educational, cognitive, and life skills training for offenders
to ensure maximum results from programs. (EE)
5. Participate in service resource development for offender programs, treatment, and inservice evaluation programs. (EE)
6. Aid in the coordination of release planning and community based resources in advance of
the offender re-entering the community. (EE)
7. Attend staff meetings, professional conferences, and training programs. (EE)
OTHER DUTIES OF POSITION





Maintain and safeguard all department-issued equipment.
Maintain proficiency in job skills by attending various training seminars, meetings and
conferences.
Increase knowledge and subject matter expertise through ongoing reading of articles,
publications, white papers and books.
Maintain work areas in a clean, orderly and professional manner.
REQUIREMENTS FOR POSITION

1. Basic knowledge of adult behavior and adjustment problems and related cognitive
behavioral treatment methods.
2. Ability to apply comprehensive interviewing techniques to elicit, confirm and collect data
and information.
3. Make sound recommendations.
4. Persuade and motivate clients to comply with court and release conditions.
5. Enter, access and interpret data in various computer databases.
6. Work independently with minimal supervision.
7. Communicate effectively with persons of various ethnic or racial groups and
socioeconomic backgrounds.
8. Deal effectively with persons who may be hostile and abusive.
9. Maintain accurate records.
10. Understand and carry out oral and written directions; communicate effectively, both orally
and in writing.
11. Establish and maintain cooperative-working relationships with those contacted in the
course of work.
12. Equivalent to the completion of the twelfth grade supplemented by relevant college level
course work in criminology, behavioral science, sociology or related field.
13. One year of responsible experience in a social service, rehabilitive, or correctional
program, including working directly with offenders.
SPECIAL QUALIFICATIONS
1. Bi-lingual in English/Spanish.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential job functions.
While performing the duties of this position, the employee is frequently required to sit, stand,
communicate, reach and manipulate objects, tools and controls. The position requires mobility in
diverse terrain and the ability to operate a motorized vehicle. Duties involve moving materials
weighing up to 5 pounds on a regular basis, and up to 40 pounds on an infrequent basis. Manual
dexterity and coordination are required less than 50% of the work period while operating
equipment such as computer keyboard, motorized vehicle, etc.
TOOLS AND EQUIPMENT USED
Computer, including word processing, data base, Internet, and spreadsheet programs; calculator,
telephone, copy machine, and fax machine.
WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential job functions.
The majority of the work period occurs in the Umatilla County Jail facility. Contact with
individuals who may become hostile, abusive, under the influence of drugs/alcohol, mentally ill or
who have communicable diseases. Employee is subject to 24-hour emergency callback and must
be available at all times of the day, including weekends and holidays.
This description covers the most significant essential and auxiliary duties performed but does
not include other occasional work which may be similar, related to, or logical assignment to
the position.
The job description does not constitute an employment agreement between the employer and
the employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.

____________________________
Employee's Signature/Date

