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	DEPUTY CLERK - PRETRIAL SERVICES OFFICER





DEFINITION:





Under general supervision to assess, review and interview inmates arrested in felony cases to determine eligibility for own recognizance release and make release recommendations to the judiciary; supervise those individuals found qualified to be released under the guidelines of the conditional release program; and other duties as assigned.





CLASS CHARACTERISTICS:





This is the journey-level professional investigator in the Pretrial Services Program.  It is distinguished from the next higher class of Deputy Clerk-Supervising Pretrial Services Officer in that the latter supervises the work performed by subordinates in this class and student workers.





EXAMPLES OF DUTIES:





Assess and review information and data gathered on felony cases in order to determine the eligibility of incarcerated individuals for release on their own recognizance; interview inmates booked at the Sheriff's detention facilities; research and verify criminal history information via computer inquiry or telephone contacts with other criminal justice agencies; make recommendations before the judiciary; when assigned to the supervised release program, conduct investigations and prepare written recommendations for the Court assessing individuals for conditional release; and supervising those found qualified.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





	Statutes, trends and techniques relating to alternatives to incarceration.


	Basic interviewing and investigative techniques.





General Knowledge of:





	Behavior theory, including cultural expectations of different groups of individuals.


	Caseload management techniques.


	Principles of supervision.


	Criminal justice systems, organization and interrelationships.


	Principles of automated information systems.





Skills and Abilities to:





	Read, comprehend, interpret and apply criminal justice codes and program rules and regulations.


	Effectively communicate verbally with individuals from cultural backgrounds.


	Write clear and concise reports.


	Make logical and consistent recommendations based on interview process, investigations and other informational gathering resources.


	Establishing and maintaining statistical data.





EDUCATION AND EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  An example would be a Bachelor's degree in Criminal Justice, Psychology, Sociology, or other closely related field, and two years of experience performing interviewing, field investigations, or supervising caseload management in a criminal justice environment or one year of professional investigative experience in a Pretrial Services agency.  A Master's degree may be substituted for up to one year of the required interviewing, field investigation, or supervising caseload management experience.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Character:  Applicants must have a reputation for honesty and trustworthiness.  Felony convictions will be disqualifying.  Misdemeanor convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates are subject to fingerprinting and a background investigation, which may include both a polygraph examination and pre-employment drug and alcohol testing for new hires.  As Pretrial Services Officers work in the Sheriff's detention facilities, applicants must also successfully complete the Sheriff's background investigation.





License:  Position in this class may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicles.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:	This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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