WASHINGTON COUNTY
Job Description — Juvenile Officer/Multilingual

Date Revised: December 8, 2021

Juvenile Officer/Multilingual

Job Code: 10

Exempt: No

Safety Classification: Safety Sensitive

Department: Juvenile Court Division VIII

Reports To: Circuit Court Judge & Director of Juvenile Court
Location: Washington County Juvenile Court
SUMMARY:

The Washington County Juvenile Officer/Multilingual performs professional work supervising
juveniles placed on probation, FINS Order, or supervised conditions of release. Work involves
assessing juvenile probationers and status offenders, meeting with the court-involved youth to
ensure adherence to orders of the court and terms and conditions of probation; maintaining
records of activities and status. Within this position the employee will be required to have
multilingual abilities that are fluent specifically in Spanish and Marshallese dialects. Employee is
also responsible for providing clients with limited counseling and referring clients to probation
assistance programs, and conferring with law enforcement and court personnel in matters
pertaining to violation of probation by clients. Duties assigned to employees in the job title vary
according to division assignments and/or allocation of workload. Employee is subject to the
usual potential hazards of contact with legally delinquent juveniles.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Documents all contacts with juveniles and others involved, as well as activities and
information in their case in the Court’s database.

e Answers phone calls, check-ins, and e-mails; prepares correspondence as necessary.

e Drug screens and documents results; reviews and reports school attendance, grades, and
behavior.

e Prepares Case Plans or Case Plan Reviews along with all information needed for case.
Attends court as necessary; checks over all paperwork; enters all adjudication information
into the computer.

e Refers sex offenders for required risk assessments

e Sends copy of sex offender registration to proper law enforcements agency/& Orders to
Cease.

e Requires considerable knowledge of the practices and procedures of the juvenile court
system, including confidentiality requirements and common provisions and requirements
for probation of juvenile offenders at least within the State of Arkansas and preferably in
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Faulkner County, Arkansas.
e Requires general knowledge of interviewing techniques and procedures.

e Requires general knowledge of the social and economic factors in the community and the
motivation factors and needs of legally delinquent juveniles.

e Requires general knowledge of counseling practices and behavioral modification
techniques.

e Requires general knowledge of the various human services available to juveniles through
probation assistance programs.

e Requires general knowledge of the ethical guidelines applicable to the position as
outlined by professional standards and/or federal, state or local laws, rules and
regulations.

e Requires some knowledge of practices and procedures involved in juvenile detention
management.

e Requires some knowledge of state and local laws and ordinances pertaining to the
commitment, confinement and release of juvenile detainees.

e Requires the ability to research program documents and narrative materials, and to
compile reports from information gathered.

e Requires the ability to maintain moderately complex records and files.

e Requires the ability to exercise initiative and independent judgment in analyzing and
applying standards to a variety of situations.

e Requires the ability to explain program rules, regulations and requirements.

e Requires the ability to use small office equipment, including copy machines or multi-line
telephone systems.

e Requires the ability to use computers for assessment, juvenile probation data base entry,
case management, and

e Requires the ability to use computers for word-processing, reports, and/or accounting
purposes.

e Perform any other related duties as required or assigned.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty
mentioned satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or ability required.

e Officer must be of good moral character and at least 21 years of age.

e Must be able to pass an ACIC Criminal History background check.

e Eligible for certification within six (6) months as a Juvenile Probation Officer by the
Arkansas Office of the Courts.

e Possession of a valid Arkansas driver’s license OR MUST be able to obtain a State of
Arkansas driver’s license within 90 days.

e Must have multilingual abilities that are fluent specifically in Spanish and Marshallese
dialects.
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EDUCATION and/or EXPERIENCE:

e A bachelor’s degree AND one year of experience in a social service, community,
corrections or juvenile agency that deals with offenders or disadvantaged
persons. Internships may be counted toward meeting one year’s experience based
on actual hours completed when the duties performed were related to the field of
juvenile justice;

e A bachelor’s degree AND one year of graduate study in criminology, corrections,
counseling, law, social work, psychology, sociology, or other field of instruction
approved by the County Juvenile Court.

e A combination of work and education may be used at the Judge’s discretion to substitute
for the above requirements.

OTHER SKILLS and ABILITIES

COMMUNICATION SKILLS -

Ability to effectively communicate information and respond to questions in person-to-person and
small group situations with customers, clients, general public and other employees of the
organization. Ability to write reports, business correspondence, and policy/procedure manuals;
Ability to effectively present information and respond to questions from groups of managers,
clients, customers, and the general public.

MATHEMATICAL SKILLS —

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions,
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios,
and proportions to practical situations.

CRITICAL THINKING SKILLS —

Ability to solve practical problems and deal with a variety of known variables in situations where
only limited standardization exists. Ability to interpret a variety of instructions furnished in
written, oral, or diagram formats.

SOFTWARE SKILLS REQUIRED -
Basic: Alphanumeric Data Entry, Contact Management, Database, Spreadsheet, Word
Processing/Typing

INITIATIVE AND INGENUITY:

SUPERVISION RECEIVED -
Under direction where a definite objective is set up and the employee plans and arranges own
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work, referring only unusual cases to supervisor.

PLANNING —
Considerable responsibility with regard to general assignments in planning time, method,

manner, and/or sequence of performance of own work, in addition, the work operations of a
group of employees, all performing basically the same type of work.

DECISION MAKING -

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance, either of
which would affect the work operations of small organizational component and the
organization's clientele.

ANALYTICAL ABILITY / PROBLEM SOLVING:

Moderately directed. Activities covered by wide-ranging policies and courses of action, and
generally directed as to execution and review. High order of analytical, interpretative, and/or
constructive thinking in varied situations.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT:

Occasionally responsible for the organization's and/or associated organization's property where
carelessness or error would result in only minor damage or minor monetary loss. Ordinary care
and attention is required when handling this property in order to prevent loss.

ACCURACY:

Probable errors would not likely be detected until they reached another department, office or
patron, and would then require considerable time and effort to correct the situation. Frequently,
possibility of error that would affect the organization's prestige and relationship with the public
to a limited extent, but where succeeding operations or supervision would normally preclude the
possibility of a serious situation arising as a result of the error or decision.

ACCOUNTABILITY

FREEDOM TO ACT
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents
with mid to upper-level managerial oversight.

ANNUAL MONETARY IMPACT

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, and savings from new techniques or reduction in
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manpower. Very small. Job creates a monetary impact for the organization up to an
annual level of $100,000.

IMPACT ON END RESULTS
Moderate impact. Job has a definite impact on the organization's end results. Participates
with

others in taking action for a department and/or total organization.
PUBLIC CONTACT:

Regular contacts with patrons where the contacts are initiated by the employee. Involves both
furnishing and obtaining information and, also, attempting to influence the decisions of those
persons contacted. Contacts of considerable importance and of such nature, that failure to
exercise proper judgment may result in important tangible or intangible losses to the
organization.

EMPLOYEE CONTACT:

Contacts with other departments or offices and also frequently with individuals in middle level
positions; consulting on problems which necessitate judgment and tact in presentation to obtain
cooperation or approval of action to be taken. Also, important contacts with associates as

required in advanced supervisory jobs, plus frequent contact with senior level internal officials.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS:

Regular use of complex machines and equipment (desktop/laptop computer and software, road
and production machines and equipment, driver's license/cdl, etc.)

PHYSICAL DEMANDS:

The following physical activities described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions and expectations.

Must be physically able to operate a variety of machinery and equipment. Must be physically
able to operate a motor vehicle. Must be able to exert up to 75 pounds of force occasionally,
and/or up to 50 pounds of force frequently, and/or 25 pounds of force constantly to move objects.
Work may involve walking, standing, running and physical confrontation. Must have minimal
levels of eye, hand, and foot coordination. Position requires color, depth, and texture perception
as well as the ability to see, hear, taste, and speak.

MENTAL DEMAND:
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Close mental demand. Operations requiring close and continuous attention for control of
operations. Operations requiring intermittent direct thinking to determine or select the most
applicable way of handling situations regarding the organization's administration and operations;
also to determine or select material and equipment where highly variable sequences are involved.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may

be made to enable individuals with disabilities to perform the essential functions.

Disagreeable working conditions. Continuously exposed to several elements such as, noise,
intermittent standing, walking; and occasional pushing, carrying, or lifting.

The noise level in the work environment is usually moderate.
SIGNATURE SECTION:

This job description has been approved by all levels of management:

HR Director:

Employee signature below constitutes employee's understanding of the requirements, essential
functions, and duties of the position.

Employee Date
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