Correctional Records Supervisor I                                                                 Job Code AVC31175


CLASSIFICATION SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV31175

	Job Class Code:
	020
	Salary Schedule:
	ASRRCOREC

	EEO Category:
	06
	Grade:
	14

	Workers Comp Code:
	8810
	
	

	
	
	
	

	Job Code Established:
	03/02/92
	Effective Date:
	03/02/92

	Job Code Revised:
	10/01/97
	Effective Date:
	10/01/97


JOB CODE SERIES:  Correctional Records Supervisor Series
JOB CODE TITLE:
CORRECTIONAL RECORDS SUPERVISOR I
HRIS TITLE:


CORRL RCDS SPV I
CHARACTERISTICS OF THE CLASS: Works under general supervision of a Correctional Records Supervisor II or administrative official.  Authority to assign, review and evaluate work products of staff; schedule and prioritize workloads; provide training to staff in records maintenance.  Stress from long hours of concentration in reviewing and determining accuracy of offender records; frequent contact with the offender population in an institutional job.  Supervises the Offender Records Office operations and the records staff in an institution or serves as principle assistant to the Records Supervisor Ii in a prison complex or Central Office Master Records File Unit, and supervises subordinate records staff.  At institution level, coordinates with Central Office to assure accurate data on offenders' eligibility release dates and assists in resolving errors.

EXAMPLES OF DUTIES: Supervises and coordinates the processing, maintenance and control of offender records and documents.  Serves as an institution's source of confirmation on offenders' eligibility release dates.  Reviews and takes action on subpoenas, warrants, detainers and related court documents.  Meets with offenders or designed representatives to provide information or clarify matters related to offenders; records and status.  May represent the department in court when offender records are used in evidence.  Assigns, reviews, and evaluates work of records unit staff and provides training to staff and other institutional staff on records preparation and maintenance.  Serves as a principle assistant to the records unit supervisor in a large institution or the central office records files and maintenance unit and acts on behalf during absences.  Devises work schedules for subordinate staff on a periodic basis.  Resolves problems and questions presented by subordinate staff regarding work processes, policies, organization or methods.  As required, conducts administrative audits of offender records to determine accuracy and proper maintenance.  Develops work procedures and rules for the work unit pursuant to guidelines established by superiors.  Recommends new or modified procedures or policies to enhance the records management program.  Attends unit staff meetings as chairperson; listens and directs discussions; resolves conflicts; leads in decision-making.  Attends supervisory staff meetings; provides and receives information; contributes to resolving problems.  Confers with superior regarding work system and problems; provides and receives information; assists in resolving problems including those related to employee relations.  Performs related work as required.

WORK RESULTS/PRODUCTS: Offender records prepared and maintained in a current status; staff trained, evaluated, reports prepared and submitted; functioning work unit.

RESPONSIBILITY: for the timely and accurate preparation and maintenance, and auditing of offender records; assigning, reviewing and evaluating work products of assigned staff; interpreting difficult laws, rules and eligibility release dates.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: criminal codes, sentence and parole laws; State, Federal and agency laws, rules, policies and procedures governing preparation, maintenance and security of offender records and provision of information to others; offender eligibility release dates; court documents, commitment orders, detainers, warrants and other documents governing control of offenders; work management and supervisory principles and techniques; the practices, procedures, organization and functions of the work and institutional system.

Ability to: interpret criminal codes, sentence and parole laws; interpret and applying Federal, State and agency laws, rules, policies and procedures governing records and provision of information to others; detect and resolve conflicting data on release dates by coordinating with Central Office staff.; review and interpret court orders/documents, detainers, warrants and commitment documents; apply work management and supervisory techniques and practices; communicate verbally and in writing; establish and maintain work relationships.

Skill in:  operating keyboard.

