2625

MUNICIPAL COURT OFFICER

KIND OF WORK:  This is varied and responsible work maintaining order in the courtrooms and carrying out assigned duties and responsibilities dealing with defendants.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for maintaining order during sessions of Municipal Court and performing other tasks involving the apprehension, evaluation, probation and processing of offenders as assigned.  Work is performed under the general supervision of the Presiding Judge and no supervision is exercised over other employees.
EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Assists the Bailiff in maintaining order during sessions of the Criminal, Traffic, Domestic Violence and Environmental Courts; prevents interruptions, disturbances or hindrances to proceedings and deals with disruptive individuals as necessary; interviews and evaluates offenders for placement in alternative sentencing programs; assists in validating warrants and processing arrested subjects; processes warrants and apprehends offenders as required; conducts investigations and prepares reports of findings as instructed; serves as a security officer as required; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the functions and authority of the Municipal Court System or the ability to readily acquire such knowledge; good knowledge of security practices and techniques; good knowledge of law enforcement or criminal justice; good knowledge of the laws and regulations pertaining to issuance of legal court documents and arrest procedures; ability to interview and evaluate offenders for assignment to community service programs; ability to process warrants; ability to chase and apprehend offenders fleeing from the courtroom; ability to deal firmly and tactfully with the general public; ability to communicate effectively, both orally and in writing; ability to establish and maintain effective working relationships with court officials, community organizations, other employees and the general public.
MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and a minimum of one year's law enforcement, corrections or criminal justice related experience; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENTS:  Must possess a valid driver's license from state of residence.
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