Deputy Sheriff Position Specification



JOB SUMMARY:

Include, but not limited to the following:  Serves writs, performs Levies, conduct Sheriff's Sales, maintains courtroom security, transports prisoners, serves arrest and bench warrants & Protection from Abuse Orders, controls prisoners and escorts same to court, investigates firearms applications for dealers and License to Carry Permits, guards prisoners, enforces court orders including injunctions, prepares reports and processes legal papers, and duties which are or may be imposed by statue, regulation, or court order, and performs related work as required.

This is general duty work in the Sheriff's Department and an employee may be assigned to any of the several functions of the department.	Assigned duties are performed in accordance with State Statutes and Sheriff’s Office Regulations and Rules.  The Chief Deputy or Sheriff regularly checks the work performed by Deputies and gives specific instructions and assistance when special problems arise, although a Deputy Sheriff is required  to  exercise  initiative  and  discretion  when  faced  with  emergency  conditions. Some assignments involve an element of personal danger.

ESSENTIAL FUNCTIONS:

1.	Serves all writs and orders of the Court.

2.	Performs Levies and holds personal property sales.

3.	Conducts Sheriff Sales.

4.	Maintains Courtroom Security.

5.	Transports Prisoners.

6.	Serves Arrest and Bench Warrants.

7.	Serves	Protection	From	Abuse	Orders	including	weapons	seizures	and
Exclusions.

8.	Controls prisoners while under the control of the deputy.

9.	Escorts Prisoners to Court and back to cell block.

10.	Investigates Firearms applications for dealers and License to Carry Permits.

11.	Enforces Court Orders.

12.	Processes legal papers.

13.	Maintains records, prepares and types reports.
14.	Enters information into computers.

15.	Contacts	Attorneys,	Defendants,	Applicants,	References	and	others	by telephone.

16.	Receives telephone calls.

17.	Secures property.

18.	Posts notices for Sheriff and Tax Sales.

19.	Travels inter and intra state for extraditions.



The  preceding  examples  are  representative  of  the  assignments  performed  by  the position and are not intended to be all-inclusive.


EDUCATION AND EXPERIENCE:

1.	High school graduation or possession of a G.E.D. Certificate from a recognized issuing agency.

2.	Must be at least 21 years of age and a citizen of the United States.

3.	Must have a valid Pennsylvania Drivers License and Shall obtain a Commercial
Drivers License As required.

4.	Ability to pass a rigid security check (background), and oral interview.

5.	Completion of Municipal Police Officers Education and Training Program, P.L.
1974, Act 120, or State Police Officer Education and Training, or Deputy Sheriff's Education and Training Act, P.L. 1984, Act 1984-2 as amended by Act 1998-10 certified.

6.	During the first year of employment must attend, complete and pass a minimum of 40 hours, (2 weeks) of waiver training, per Act 1984-2 as amended by Act
1998-10 to include: Civil & Criminal court proceedings, Court Security, Prisoner
Transportation, Crisis Intervention, Etc. Pursuant to 71 P. S. §2105-2107.

7.	If not accepted by Pennsylvania Commission on Crime and Delinquency (PCCD) for  waiver  training,  stated  in  number  6  above,  during  the  first  year  of employment, deputy must attend, complete and pass a minimum of 760 hours, (19 weeks) of basic training, per Act 1984-2 as amended by Act 1998-10 to include:	Civil & Criminal court proceedings, Criminal and Vehicle Code, Court Security,		Transportation,    Fire    Arms,    First    Aid,    Self-Defense/Physical Conditioning, Crisis Intervention, E.V.O.C. Driving course, Etc. Pursuant to 71 P. S. §2105-2107.
	
[bookmark: _GoBack]	If accepted to any of the above courses, all expenses are paid including salary, room and board, and transportation.

8.	Must attend civil legal updates course as required.

9.	Any equivalent combination of experience and training that provides the required knowledge, skills and abilities.


KNOWLEDGE, SKILLS AND ABILITIES:

1.	Must have good social and general intelligence.

2.	Ability to understand and carry out complex oral and written instructions.

3.	Ability to drive.

4.	Good powers of observation and memory.

5.	Excellent moral character.

6.	Physical strength and agility.

7.	Ability to sit, stand for long periods of time.

8.	Tact and courtesy.

9.	Good judgment.

10.	Excellent physical condition.

11.	Ability  to  exert  sufficient  force  to  restrain  prisoners/defendants,  and  quell disturbances.

12.	Ability	to	deal	with	and	communicate	with	distraught,	disturbed	and/or maladjusted people.

13.	Must be willing to work overtime when necessary, due to assignments.  (Court in session after hours, long distance transports, writ and warrant service, etc.)


