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WARRANT OFFICER I
KIND OF WORK:  This is law enforcement work in the serving of court orders and processes of a civil or criminal nature for the Department of Investigation and Recovery.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for the serving of papers, subpoenas, summonses, writs and other official documents.  This position includes the power of arrest and the officer may be called upon to exercise this power in carrying out court orders.  Duties are performed with considerable independence of action under the general supervision of the Chief Warrant Officer or immediate supervision of the Warrant Officer II.  No supervision is exercised over others.  The incumbent may be required to work nights or weekends.

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.)  Serves warrants, subpoenas, summonses, writs and other official documents; enforces the execution of warrants by placing suspect under arrest; documents action taken on warrants during the booking process; maintains active warrant files; conducts investigations to obtain evidence for court; transports prisoners to court, clinics, jail or correctional institutions; provides security for prisoners, court officials and other employees; prepares investigative and other reports; maintains daily activity records; testifies in court; performs duties of court bailiff as needed; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the laws and regulations pertaining to issuance procedures for legal documents and arrest procedures or the ability to readily acquire this knowledge; good knowledge of City and County geography; ability to deal firmly and tactfully with the general public; ability to communicate effectively, both orally and in writing; ability to conduct court investigations; ability to safely operate a motor vehicle; ability to establish and maintain effective working relationships with court officials, 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, preferably supplemented by college level course work in criminal justice administration or closely related field, and a minimum of one year experience in a law enforcement or closely related capacity; or a combination of education and experience equivalent to these requirements.

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