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POSITION DESCRIPTION

DEPARTMENT:  

Central Kansas Community Corrections
POSITION TITLE:  
Intensive Supervision Officer I
GRADE:


Consistent with the Office of Judicial Administration pay scale grade 22
EMPLOYMENT CATEGORY:
Regular Full-Time
STATUS:


Non-Exempt
REPORTS TO:

ISO II / Director
POSITION SUMMARY: This position is responsible for day-to-day supervision of offenders who have been assigned to CKCC by the courts, through agreements with the Kansas Department of Corrections (KDOC).  Work is performed under the general supervision of the CKCC Director and / or through the ISO II. Duties for this position include: completing risk / needs assessments, developing supervision plans, maintaining case files, crisis interventions, investigations, testifying in court appearances, affidavit and report writing, and supervise/monitor offenders for compliance with court and program orders. All officers are required to be familiar with and utilize the principles of Evidence Based Practice while supervising offenders. Required performing drug/alcohol tests, conducting investigations, resource development and referral, entering data base information, increasing awareness and creditability  of community corrections with the 20th Judicial District, and participating on committees and task forces.  Incumbents must comply with program standards, state and federal laws, and policies and procedures developed by CKCC, Barton County and KDOC. Regular contact is required with offenders, victims, their families, employers/schools, community agencies, prosecutors, judges, and general public, in the office and on field visits. Must have a valid Kansas Driver’s License with no excessive traffic violations.  
FUNDAMENTAL JOB DUTIES:

· To help facilitate the offender change process by understanding and utilizing the principles of Evidence Based Practice.

· Assess offenders by administering the following:

· Level of Services Inventory Revised (LSI-R)

· Referrals for psychological testing ;

· Interviewing techniques (Motivational Interviewing);

· Follow-up investigations;

· Drug/Alcohol Testing;

· Electronic Monitoring;

· Maintaining Supervision Standards Compliance which includes; office visits, collateral contacts, drug testing, employment verification, law enforcement contacts, and home visits (scheduled and unscheduled);

· Cognitive and diffusing crisis situations.

· Good verbal communication skills and listening skills to develop a rapport with offenders and to control and defuse potential problems situations with the public and offenders.                     

· Proficient time management in order to perform all the required tasks in a timely manner.

· Exceptional counseling and problems solving skills.  Must be able to provide sound solutions to offender's problems.

· Physical and psychological ability to perform self-defense and ensure the safety of others.  This may be done through verbal communications skills, use of self-defense/restraint techniques, and/or use of non-lethal force (oleoresin capsicum solution).

· Sufficiently knowledgeable with word processing and databases, to perform report writing and entering of statistical information required by KDOC, CKCC and Barton County in a timely  and accurate manner.

· Clear, concise and legible writing skills.

· Ability to develop and maintain good working relationships with all area resources, law enforcement authorities, and judicial system personnel.

· Promote Community Service Work projects throughout the assigned supervision area.

· Knowledge of and compliance with all applicable State and Federal statues, standards and policy and procedures of the KDOC, CKCC, and Barton County.

· Must work persistently with offenders to assure all assigned costs, restitution, fees, etc., are paid in full, and that compliance with all orders of court and/or contract are met.

· Must make all efforts to assure appropriate resources are delivered to offenders prior to revocation unless the public is at risk, the offender is at risk to him/herself and/or the offender is at risk to abscond supervision.

· Completes the new officer training (possible out of town travel) and the annual training requirement as directed through policy and procedures and scheduled by supervisors. 

· Must be a team player, cooperative, be willing and have ability to fill in for other staff, and to work extended and unscheduled hours.

· Assumes supervisory and other responsibilities as assigned, temporarily in absences, or on a training status, as staff development and in preparation for future advancements.  These may include conducting peer reviews, training activities, audits, participating in interview boards, etc.

· Performs public speaking engagements to inform, educate, and promote good will regarding criminal justice issues and Central Kansas Community Corrections.

· Possess knowledge in the laws, rules and regulations applicable to Intensive Supervision Programs.

EDUCATION: Applicants should possess a bachelor’s degree in behavioral science, social science, criminal justice, or other related field.  

EXPERIENCE / SKILLS: Preference will be given to applicants with one or more years of corrections / criminal justice or related experience. Knowledgeable in Microsoft Office, and various data base programs and other business related software.  Ability to use office machines including computers, facsimile machines and copiers.  Possess good communication skills with the ability to handle crisis or stressful situations involving offenders assigned to CKCC and/or the general public.  This position requires independent decision making abilities relating to offender issues.   

PHYSICAL REQUIREMENTS / ABILITIES:  Must be able to sit long for periods of time, both in traveling and when working at respective workstation.  This position is a high stress and crisis filled position, therefore, flexibility is needed.  Due to working with offenders, there exists the risk of possible injury and/or loss of life.  When traveling, must deal with various weather elements.  There exists a potential for exposure to body fluids when performing drug testing.  The ISO must have the ability to use ones senses to perceive inferences from body language, speech and reactions.   Occasional light lifting.
WORKING CONDITIONS / ENVIRONMENT: Must work closely with offenders, victims, and their families, the general public and officials from several agencies and jurisdictions. Work is primarily performed in an office or courtroom setting; however, field visits in rural and urban areas, at schools and on worksites, with exposure to inclement weather, are routinely performed.  In addition, the officer must perform duties within the realm of his/her responsibility that may pose personal and liability risks.  Will be required to perform some duties during non-normal work hours.

These specifications should not be interpreted as all-inclusive.  It is intended to identify the major responsibilities and requirements of this job function. The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in these specifications.
Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees are selected.  All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral tasks, only incidentally related to each position, have been excluded. Requirements, skills, and abilities included have been determined to be the minimal standards required to successfully perform the position. In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all inclusive.  Additional functions and requirements may be assigned by supervisors as deemed appropriate.  In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals. However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which impose undue hardships on the organization.

I have reviewed this job description and I can perform the essential functions of this position, with or without, reasonable accommodations. I have also received or have been offered a copy of this job description.

Employee Signature_________________________________________________ Date _______/________/_______
Department Head Signature_______________________________________________________________________
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