POSITION DESCRIPTION
COUNTY OF RUSH, INDIANA

POSITION: Juvenile Probation Officer

DEPARTMENT: Court Services: Probation Department

WORK SCHEDULE: 8:00 a.m. -4:00 p.m., M-F

JOB CATEGORY: SO (Special Occupations)

DATE WRITTEN: August 2023 STATUS: Full-time

DATE REVISED: FLSA STATUS: Non-exempt

To perform this position successfully, an individual must be able to perform each essential function of the position
satisfactorily. The job requirements listed in this document are representative of the knowledge, skill, and/or
ability required. The County of Rush 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, unless those accommodations would present an undue hardship.

Incumbent serves as Probation Officer for the Rush County Probation Department, responsible
for supervising and assisting juvenile probationers, monitoring compliance with court orders, and
employing evidence-based procedures to ensure the safety of Rush County citizens.

DUTIES:

Conducts preliminary inquiries, risk assessments, and writes comprehensive reports for Court as
required, including researching criminal history through manual records and on computer,
conducting interviews with victims and advising victims of their rights, while ensuring
compliance with Indiana Office of Court Services standards.

Conducts random and scheduled home visits and searches of probationers’ property, and
administers random alcohol and drug testing.

Maintains department computer database, including entering all visits, phone calls, agency
contacts, and other information in system, as required by policy.

Monitors a variety of court services available to probationers, including treatment options, and
directs and assists probationers in obtaining recommended services.

Monitors compliance with court orders, and communicates recommendations to Courts,
including preparing and filing various documents, testifying and making recommendations.

Conducts pre-dispositional investigations and writes comprehensive reports for Court, including
researching legal and social history, and interviewing offenders and crime victims.

Cooperates with public/private community service agencies and individuals in assisting
probationers and their families/guardians in obtaining treatment and/or services as needed.
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Communicates with providers and attends staffing meetings to discuss probationer’s compliance
and progress.

Supervises, assists, and monitors assigned probationers, including employing evidence-based
procedures in preparing risk assessments, reviewing, executing, and ensuring compliance with

statements of probation conditions.

Transfers supervision of juveniles to other jurisdictions as required, and supervises offenders
transferred from other jurisdictions as assigned.

Coordinates and works with Community Corrections staff to provide efficient delivery of
community supervision.

Maintains current knowledge of applicable local, state and federal rules/regulations, new
developments, technology and trends in the field of probation by reading professional
publications and periodically attending seminars and conferences.

Serves as representative on various task forces, committees, and/or teams as assigned and/or
requested. Periodically prepares and makes public speaking presentations to community groups
as assigned.

Performs duties of co-workers in their absence, or as needed.

Attends meetings and professional training, as required.

Serves on call for emergencies.

Testifies in court/legal proceedings, as needed.

Performs related duties as assigned.

I. JOB REQUIREMENTS:

Bachelor Degree from an accredited institution and obtaining the certification of the State of
Indiana Probation Officer’s Exam, within 6 months of hiring date.

Must be 21 years of age and a United States citizen.

Ability to meet all hiring and retention requirements for this position, including drug test and
criminal background check.

Thorough knowledge of and ability to make practical application of local, state, and federal

regulations, and standard policies, procedures, adult/juvenile criminal code, and legal
terminology of criminal justice system.
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Thorough knowledge of and ability to make practical application of current developments,
theories, and trends in behavior and supervision of probationers.

Ability to effectively supervise, direct and monitor assigned probationers to ensure proper
completion of probation requirements.

Working knowledge of and ability to make appropriate referrals of probationers to treatment
programs and services.

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

Knowledge of basic filing systems and ability to create and maintain accurate and complete
department files and records.

Ability to effectively communicate orally and in writing with co-workers, other County
departments, attorneys, other probation departments, state and local law enforcements agencies,
victims, probationers and their families, and the public, including being sensitive to professional
ethics, gender, cultural diversities, and disabilities.

Ability to operate a variety of office equipment, including, but not limited to, telephone,
computer, fax machine, copier, and vehicle.

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 personal conduct.

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

Ability to analyze, evaluate, and investigate data and to coordinate, place, make determinations,
and take action based on data.

Ability to work alone with minimum supervision, work on multiple tasks, often under time
pressure, and complete tasks effectively amidst frequent distractions and interruptions.

Ability to testify in court/legal proceedings, as needed.

Ability to competently serve the public with diplomacy and respect, including encounters with
irate/hostile persons.

Ability to occasionally work extended, evening and/or weekend hours, and occasionally travel
out of town for training, sometimes overnight.
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Ability to serve on call and respond swiftly, rationally and decisively to emergencies.
Possession of a valid Indiana driver’s license and a demonstrated safe driving record.

II. DIFFICULTY OF WORK:

Incumbent performs a wide variety of duties which are broad in scope and impact and require
consideration of many complex variables and their potential interrelationships. The duties require
application of sound judgement based on education, experience and training. Guidelines are
detailed and well-established, requiring independent judgment in interpreting and adapting to
individual cases and situations.

ITI. RESPONSIBILITY:

Incumbent performs duties in accordance with the general policies and procedures of the
department and Court, and standard practices of the profession. Exercising independent judgment
in decisions and specific recommendations based upon knowledge and understanding of
departmental guidelines and goals. Supervisory review occurs to check overall soundness of
decisions and adherence to policy and procedure.

IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with co-workers, other County departments, attorneys,
other probation departments, community service agencies, state and local law enforcements
agencies, victims, probationers and their families, and the public for the purposes of giving and
receiving information and rendering services.

Incumbent reports directly to the Assistant Chief Probation Officer.

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs a majority of duties in an office environment, in the field, and in the
courtroom, involving driving, sitting for long periods, walking at will, keyboarding, speaking
clearly, hearing sounds/communication, handling/grasping objects, and lifting/carrying objects
weighing under 25 pounds. Incumbent is exposed to potentially violent/irate individuals and the
normal hazards associated with driving.

Incumbent occasionally works extended, evening and/or weekend hours, and occasionally travels

out of town for training, sometimes overnight. Incumbent regularly serves on call for
emergencies.
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT

The job description for the position of Probation Officer 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 am responsible for reading this job
description and complying with all 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/Type name
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