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JOB CODE SERIES: Community Corrections



                     

JOB CODE TITLE:
COMMUNITY CORRECTIONS SUPV

HRIS TITLE:

CMTY CORRS SPV
CHARACTERISTICS OF THE JOB CODE:  Works under minimal supervision of a Community Corrections Manager.  Has the authority to recommend on personnel actions of staff; schedule and evaluate caseloads of staff; authorize expenditures of program for offenders; arrest and detain community supervision violators; enforce conditions of releases.  Supervises a metropolitan parole office and/or one or more regional parole offices providing casework management for adult offenders; plans, organizes, coordinates, assigns and evaluates all work activities and staff; develops, implements and conducts staff training; assigns, reviews and evaluates cases; gathers, compiles and prepares reports regarding programs; plans, manages and controls operational budget and expenditures.  Work product consists of a functioning adult community corrections system; all required supplies and equipment available for use by community corrections staff; reports and caseloads current and complete; offenders receiving appropriate services and showing improved behavior patterns; administrative tasks completed; staff training programs developed, implemented and conducted.  Responsible for planning, organizing and staffing of the community corrections offices; assigning, reviewing, approving or disapproving casework actions by staff; authorizing warrants and placing and releasing detainees; assuring the proper applications of laws and  community supervision requirements; the completion of risk and needs assessments.
EXAMPLES OF DUTIES:  Individual positions may be responsible for some or all of the listed duties and/or other related duties.  Devises a program of work for staff on a standard and/or flexible and variable work schedule within a work unit.  Determines materials required to fill routine needs of the work unit.  Establishes and maintains work standards, procedures, methods and rules.  Resolves problems presented by staff regarding work processes, policies, and organization.  Reads and reviews intake materials or field assignment materials before assignment to field representative.  Reviews and makes recommendations regarding in and out of state travel requests for staff.  Directs, instructs and counsels staff in carrying out a variety of tasks.  Reviews work products of staff; evaluates work and formulates plans for improvement.  Composes correspondence dealing with subject matter in ways that call for considerable discretion and involve some judgment replying to inquiries or requesting information.  Compiles information for and writes periodic reports on activities of a work unit.  Conducts offender case staffings on high profile, high risk cases. 

Attends meetings of community organizations; gives and receives information.  As community corrections supervisor, interviews and recommends applicants in an oral board process for hire in field office; prepares evaluations; recommends disciplinary actions for infractions of rules.  Instructs staff members in proper use of a complex system of methods, procedures, rules or regulations utilized by the work system.  Reviews, monitors and controls amounts expended from the operating budget to assure that expenditures do not exceed funds available; reports problems to superiors.  Participates in planning for the next budget period by compiling past expenditure figures, estimating future costs and making determinations of new budget figures.  Participates in caseload policy and procedure auditing process.  Attends supervisory or work system management staff meetings; gives and receives information, participates in problem-solving and decision-making.  Attends work unit staff meetings as chairperson; directs discussion, explains, listens, guides problem-solving processes, resolves conflicts; participates and leads in decision-making, staffs and recommends warrantless searches through chain of command.  Performs related work as required.

WORK CONDITIONS:  Local and/or statewide travel, as required.

KNOWLEDGE, SKILLS AND ABILITIES (KSAs):

Knowledge of: Principles, methods and techniques of management, supervision and leadership; administrative methods and techniques; Arizona Criminal Code and criminal/civil court and administrative hearing procedures; Federal, State and agency laws, rules, regulations, policies and procedures governing adult community corrections system; principles, methods and techniques of investigating, surveillance, interviewing and assessing; principles and techniques of caseload management; cultural and socioeconomic differences and effects on human behaviors.

Skill in/Ability to:  Managing and supervising staff; performing administrative tasks; applying/interpreting Arizona Criminal Code and the applicable laws, rules, regulations, policies and procedures governing adult parole system; demonstrating proper methods and techniques in investigating, searches, surveillance and interviews; managing caseloads; demonstrating appropriate offender contact and development of programs; verbal and written communications; interpersonal relationships.

KSAs are typically obtained through experience and/or education in: 

· Four years of experience as a Community Corrections Officer Senior or Correctional Officer IV in the Arizona Department of Corrections; OR 

· Four years of equivalent work experience as a Community Corrections Officer Senior or as a senior probation/parole officer in Arizona or another state; OR 

· A Bachelor’s or Master’s degree from an accredited university in a social service, criminal justice or related field.

Any combination of training and experience that meet the knowledge, skills, and abilities (KSAs) may be substituted. 

SPECIAL SELECTION FACTORS:  Must attend the Corrections Officer Training Academy (COTA)  and the Community Corrections Officer Training Academy; Possess a current Arizona Driver’s license appropriate to the assignment; Take and pass pre-employment requirements if applicable to the job including medical/physical and psychological examinations and pre-employment drug screening; Undergo a background investigation and have no felony convictions. Must be able to possess a conceal carry permit and carry a firearm in accordance with the Brady Laws. 
