PROBATION/PAROLE OFFICER I:
As the enforcement and investigatory arm of the criminal court, the primary objective of probation/parole supervision, the protection of the community through enforcement of Orders entered by the Fulton County Court of Common Pleas.  The role of Probation/Parole Officer is to enforce offender compliance with the criminal code of the Commonwealth of Pennsylvania and special conditions imposed by the court, as well as conducting investigations into the background of offenders.  

Probation/Parole Officers routinely interact with potentially violent criminal offenders in the community, and are exposed to physical danger, biological and chemical hazards as well as strong emotional stress.  To meet the overall objective of the protection of the community, Probation/Parole Officer’s must have the ability to stay focused, and make sound decisions in emergency situations.  These decisions can directly affect personal and public safety.  A Probation/Parole Officer must possess very strong interpersonal and problem-solving skills to successfully interact and communicate with a diverse number of persons including offender’s and their families, law enforcement personnel, judicial officials, and human service providers. 

A Probation/Parole Officer must possess minimum of a four-year bachelor’s degree or an associate’s degree with work experience, may be considered. Furthermore, they must successfully complete the Pennsylvania Board of Probation and Parole’s “Basic Probation and Parole Skills Academy.”  Additionally, an officer must continue to build their knowledge and expertise in the criminal justice field by participating in a minimum of 40 hours per year of ongoing training in such areas as probation/parole case law, arrest tactics, use of force, equipment utilization, chemical agent use, firearms certification, controlled substance identification, field safety skills, CPR and First Aid.  

Examples of Work Performed: 

1. Enforces court orders and makes or assists in making arrests (planned and unplanned), monitoring of offenders’ compliance with court-ordered stipulations and general rules; the use of force, including lethal force, may be required in these situations. 

2. Establishes a supervision plan that determines the necessary services for each offender to help them in their personal, social, and economic adjustment in the community. 

3. Maintains contact with families, friends, employers, clergy, and other persons concerned with aiding clients in, their adjustment to the community. 

4. Conducts intake interviews and pre-sentence investigations of offenders, interviewing offenders, victim, police family, employer, associates and other individuals with knowledge of the offender. 

5. Conducts searches of offenders, their residences, and their property, as appropriate, under poor working conditions such as extreme variations in heat, cold, noise, fumes, dirt, or any other obnoxious element. 

6. Appears and testifies as an expert witness at court hearings, and prepares court orders and reports for the court as needed.

7. Prepares reports on the outcome of investigations, analyzing information gathered and recommending appropriate rehabilitative action to the court. 

8. Maintains computerized field notes and prepares reports on activities and contacts completed.  
9. Documents violations in accordance with published procedure; testifies before hearing officers and courts to establish violations, and provides testimony in new criminal cases.
10. Collects urine samples and conducts drug tests, observing universal precautions; completes associated forms and reports as appropriate.

11. Investigates and prepares home plans. 

12. Utilizes equipment such as firearms, handcuffs, shackles, waste restraint, impact weapons, ballistic body armor, chemical defensive agents, drug testing equipment, breath alcohol testing devices, electronic monitoring equipment, electronic alcohol monitoring equipment (SCRAM), cell phones, computers and telephones.

13. Assists law enforcement agencies in special operations expected to affect supervised offenders.

14. Enforces and monitors the collection of fines, costs and restitution.

15. Attends staff meetings, staff development programs, professional seminars, conferences and trainings, as required.

16. Interacts with internal departments and outside agencies, physicians, schools, insurance companies, law enforcement, mental health professionals, treatment providers and judicial agencies, etc...in regard to supervision of offenders.

17. Acts as a community resource contact as needed.

18. Perform minor administrative duties or any duty assigned by the Court. 

19. Performs other job-related duties as required. 

SUPERVISION RECEIVED 
Receives extensive instruction and supervision from the Chief Probation Officer and Department Supervisor in regard to daily duties: however, must possess the ability to work independently while in the field. 

WORKING CONDITIONS

1. Works in offender’s residences under poor working conditions including extreme variations in heat, cold, noise, fumes, dirt, or other noxious elements. 

2. Works with exposure to potentially infectious and dangerous bodily fluids, including urine, blood, and saliva. 

3. Works with volatile and potentially hostile aggressive offenders. 

4. Works with mentally disordered and developmentally disabled offenders.
5. Works with substance abusing offenders, exposing the Officer to potentially infectious 
       drug paraphernalia. 

6. Works during the day and at night, with On Call work as needed or directed.

7. While in the office, works with average exposure to noise, but with frequent disruptions and an above average degree of stress.

8. Works indoors with adequate lighting and ventilation with fluctuations in temperature. 

PHYSICAL AND MENTAL REQUIREMENTS
1. Must be able to cope with extreme physical and mental stress of the position.

2. Must be able to react both physically and mentally in the event of a violent disturbance or physical fight. 

3. Must be able to demonstrate the ability to safely and proficiently hand Chemical Agents (OC Spray), expandable batons, handcuffs, and firearms.  

4. Must be able to restrain violent offenders and make arrests when needed. 

5. Must be willing to work with offenders who may carry Hepatitis, HIV, Tuberculosis, or other infectious diseases.  

6. Must be able to reason out and understand and carry out complex, oral and written instructions.

7. Requires coordinated dexterity of fingers, hands, legs, and torso as necessary to carry out essential work duties. 

8. Must be able to occasionally lift/carry objects with maximum weight of 75-100 pounds. 

9. On days assigned to the office, or to the Court, to be able to sit for long periods of time, with occasional pushing, pulling, standing, walking, twisting, driving, or reaching to carry out essential job functions. 

QUALIFICATIONS                      
1. EDUCATION/TRAINING
High school graduate and bachelor’s degree from an accredited College or University in Criminal Justice, Social Services, Behavioral Sciences, or related field.  An associate’s degree with comparable experience may be considered.  

All Officers must complete the Pennsylvania Board of Probation Basic Officer Training Academy and complete 40 hours of in-service training per year, including Firearms Familiarization, Use of Force, Defensive Tactics, CPR, First Aid, as well as other assigned trainings. 
2. WORK EXPERIENCE 
One year of human services related experience preferred; or any acceptable combination or equivalent training and/or education.  

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED
1. Must possess knowledge of the laws regarding probation/parole and the ability to carry out these laws and duties within the defined procedures of the law, including times when one must make instant independent decisions in the field.  

2. Must possess knowledge of individual and group behavior, with special emphasis on deviant behavior of persons who have been involved in criminal activities. 

3. Must possess organizational skills to schedule and conduct pre-violation hearings, present testimony and prepare documentation and reports required by the Court and Department. 

4. Must be able to speak and understand the English language and be able to communication effectively both orally and in writing.  Must also be able to convey information, ideas or instructions, in order to carry out, the essential functions of the job. 

5. Must possess the necessary problem-solving skills in order to work effectively with volatile and potentially hostile situations and/or aggressive offenders.

6. Must possess good communication and interpersonal skills necessary to communicate and mediate with persons of diverse cultural backgrounds and educational levels. 

7. Must possess the ability to function independently as well as demonstrate flexibility in working effectively with offenders, co-workers, and others.

8. Must possess skill in assessing the risks and needs of offenders under supervision.

9. Must possess knowledge of “Universal Precautions for Prevention of Blood borne Pathogens” and other communicable diseases which may be encountered during the course of daily employment duties. 

10. Must possess the necessary skills and ability to work effectively with disturbed individuals, individuals with mental health disorders, and/or individuals under the influence of dangerous drugs and/or alcohol in an authoritative manner. 

11. Must possess knowledge of the basic principles and practices of criminal justice, penology, the Court System and social case work. 

12. Must demonstrate the ability to effectively represent the Department and the Court to offenders, victims, service providers, law enforcement agencies and the community. 

13. Must possess the necessary skills in managing a diverse group of offenders in various stages of disposition in the criminal justice system.  
14. Must possess the necessary skills in observing, monitoring, and documenting offender behavior.
15. Must possess the appropriate knowledge and ability to utilize firearms, handcuffs, shackles, waste restraint, impact weapons, ballistic body armor, chemical defensive agents, drug testing equipment, breath alcohol testing devices, electronic monitoring equipment, electronic alcohol monitoring equipment (SCRAM), cell phones, computers and telephones in accordance with Court and Departmental policy. 
16.  Must possess the ability to retain knowledge of applicable Rules of the Court and local Court procedure. 

17. Must possess knowledge of the local regional law enforcement agencies, public and private community-based organizations and social services providers.

18. Must possess knowledge of Fulton County geography and a willingness to travel as needed to perform the necessary functions of the job. 

19. Must possess the ability to maintain confidentiality in regard to offender information and records. 

20. Must adhere to the Code of Conduct for employees of the Unified Judicial System and the Unified Judicial System’s Policy on Non-Discrimination.  Must also adhere to the Code of Conduct for employees of the 39th Judicial District of Pennsylvania.  
I HAVE READ THE ABOVE POSITION DESCPRITION AND FULLY UNDERSTAND THE REQUIREMENTS SET FORTH THEREIN.  I HEREBY ACCEPT THE POSITION OF PROBATION/PAROLE OFFICER I AND AGREE TO ABIDE BY THE REQUIREMENTS AND DUTIES SET FORTH.  I WILL PERFORM ALL DUITES AND RESPONSIBILITIES TO THE BEST OF MY ABILITY.
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