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JOB SUMMARY

This position is responsible for maintaining the security of the facility and providing a safe and secure environment for the inmates.
MAJOR DUTIES

· Maintains order in and ensures the security of the jail facility.

· Ensures safety of incarcerated persons.

· Conducts frequent security checks of the inside cells and outside perimeter.

· Receives and processes arriving inmates through the booking process.

· Obtains fingerprint impressions and submit to the Georgia Bureau of Investigations.

· Performs breathalyzer on the Intox 9000 for select inmates.

· Checks for warrants in GCIC.

· Monitors GCIC for incoming HITS.

· Performs medication administration.

· Performs patient assessment/first aid in the absence of the nurse.

· Supervises inmate work force.

· Assists inmates in bonding procedures. 

· Conducts change out and resupply of inmate hygiene products.

· Assigns cell locations.

· Determines gang affiliation and houses accordingly. 

· Performs conflict resolution amongst inmates.

· Writes detailed reports involving incidents/disciplinary matters.

· Inputs warrants into the GCIC system.

· Follows all applicable laws and jail policies. 

· Operates facility doors using a digital master control panel and monitor security cameras.

· Researches and determines preset bond requirements for offences. Request judicial assistance as required for certain circumstances. 

· Completes applicable forms and obtains appropriate signatures once intake processing is completed.

· Performs various functions associated with ensuring the health, safety, and welfare of all inmates. 

· Administers and provides security for medical personnel to distribute medications, apply first aid, and necessary medical treatment. 

· Communicates with staff or adjoining shifts to gather and exchange information on activities or events that took place during tour of duty.

· Performs duties of GCIC operator communicates via phone, and two-way radio to provide information, take and relay messages and direct calls to appropriate personnel and return calls with information as so required. 

· Responds to routine requests for information or assistance from inmates or public, attorneys, court officials, staff, or other individuals. 

· Directs inmate workforce in their daily activities and supervises their assignments.

· Performs fingerprinting of individuals applying for firearm permits, adoptions, employment, and/or other purposes.

· Performs related duties.
KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of policies and procedures covering inmate security, classification, care and discipline.

· Knowledge of policies and procedures established by the Harris County Sheriff’s Department.
· Knowledge of policies and procedures covering inmate security, classification, care and discipline. 

· Knowledge of federal, state, and local laws governing arrests, search and seizure, affidavits and warrants, and all aspects of law enforcement. 

· Knowledge of defensive tactics and control techniques to protect self and others. 

· Knowledge of computers and job related software. 

· Knowledge of all bonding procedures, policies, standards and regulations pertaining to the specific duties and responsibilities of the job. 

· Skill in oral and written communication.
· Skill in interpersonal relations. 
· Skill in comprehending, interpreting, and applying regulations, procedures, and related information.  

· Skill in understanding and carrying out oral and written orders. 

· Skill in receiving and maintaining CPR/AED certification and any other training as required. 

· Skill in working in a hazardous and confining work environment. 

· Skill in preparing and maintaining records.
· Skill in administering operations and staff plans and objectives for the expedience and effectiveness of the specific duties of the position.

· Skill in physically restraining or summoning persons who can restrain violent inmates. 

· Skill in independent judgement and discretion in relating to other including the handling of emergencies, determining and deciding upon procedures to be implemented, setting priorities, maintaining standards and resolving problems.
· Skill in interacting with individuals that may have mental health conditions that influence cognitive abilities, and must be able to deal with individuals in a stressful environment that may result in subduing a person who is physically resisting. 

SUPERVISORY CONTROLS

The Sheriff Corporal - Jail assigns work in terms of general instructions. The supervisor spot checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results. 
GUIDELINES

Guidelines include federal laws, state laws, local laws, Harris County Sheriff’s Office Policy Manual, Harris County Jail Policy, Harris County Inmate Rule Book, Harris County Employee Handbook, and State of Georgia Annotated Code of Law.  These guidelines are generally clear and specific but may require some interpretation in application. 
COMPLEXITY/SCOPE OF WORK

· The work consists of related supervisory, administrative, and security duties. Dealing with mental health issues of the inmates, defective equipment, fellow officers not following policies and procedures, and the unknown factor when dealing with the inmates contribute to the complexity of the position. 
· The purpose of this position is to maintain the security of the facility and provide a safe and secure environment for the inmates. Success in this position contributes to overall mission of the department.
CONTACTS

· Contacts are typically with supervisors, deputies, prison transport, investigators, Probation Officers, medical personnel, public, pastors, vendors, food service, attorneys, judges, courts, inmates, maintenance workers, delivery services, IT Support, and US Army, immigration authorities, bondsmen, and investigators.
· Contacts are typically to provide services and to give or exchange information.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed at a desk while intermittently sitting, standing, walking, bending, crouching, or stooping. The employee occasionally/frequently lifts light and heavy objects, climbs ladders, uses tools or equipment requiring a high degree of dexterity, distinguishes between shades of color, and utilizes a sense of smell. 
· The work is typically performed in an office, in a noisy place, and occasionally outdoors in cold or inclement weather. The employee is exposed to dust, dirt, and grease, contagious or infectious diseases, or irritating chemicals. Work requires use of protective devices such as masks, goggles, and gloves. 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None. 
MINIMUM QUALIFICATIONS

· High school diploma or equivalent required.
· More than two years of related experience required. 
· Possession of or ability to readily obtain GCIC/NCIC certification.
