JUVENILE BOOKING SCREENER

Classification Description - Pierce County

Page 2

[image: image1.wmf]Pierce County





         Classification Description

JUVENILE BOOKING SCREENER

Department:
Juvenile Court







FLSA: Non-Exempt
Job Class #:  
472000








Represented:  Yes
Pay Range:
2P12
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:
This is responsible and routine work performed within the Pierce County Juvenile Court's Booking Department.  Employees in this class are responsible for performing routine specialized functions requiring extensive recall of County and departmental policies and procedures.   Knowledge recall is necessary to perform the duties which require independent judgment within the parameters of established policies and procedures.  Incumbents are responsible for the technical aspects of specialized subject matter.  Work includes various duties involving different and unrelated processes and methods such as compiling and completing specialized reports; providing information and advice concerning specialized or technical services rendered, and related office functions.  Result of work affects the accuracy, reliability or acceptability of processes or services with the Pierce County Juvenile Court.  Work can also affect the coordinated efforts within this agency, Pierce County, and/or outside agencies.  Employees must use initiative and judgment in interpreting or adapting guidelines.

TYPICAL DUTIES/RESPONSIBILITIES:
Assesses and completes screening of youth presented to the facility by the court by law enforcement, probation, detention and/or parole officers.  This screening includes reviewing the state computer system for prior history and entering any and all new information onto the system.     Enter information into the local detention management computer system which provides charging information to the Prosecuting Attorney's office.   

Inputs accurate information regarding the Detention Risk Assessment Instrument (DRAI) and any Electronic Home Monitoring (EHM) and Alternative Detention Services  (ADS) programs.
Documents and reports all information gathered during the intake process that comprises the safety and security of youth or staff and any behaviors that could be problematic while the youth is detained.

Documents, copies, and disburses incoming law enforcement reports to probation officers, prosecutors and Diversion.  This also includes separating in-custody reports from non-custody reports and entering non-custody reports onto the state computer system and the local detention management computer system in a timely and accurate manner.

Records checks on youth for dispositions, prior history, warrants and/or pick-up orders  required for law enforcement inquiries, screenings and departmental use.    Maintains warrants and pick-up orders, and reports the status changes of warrants to LESA records.
Maintains a complete record on illegal aliens entered into detention by photographs and any or all other pertinent information for purposes of identification.

Checks for outgoing/incoming transport orders and when appropriate faxes orders or notifies transport officer or needs.  Assists in coordination with JRA transportation as to youth movement between facilities.
Updates youth releases in the computer systems.  Updates youth information as provided by Probation Officers.  Inputs/Creates new records for out-of-county and interstate transfers in the computer systems.  Routes information to Prosecutors Office.
Separates and distributes all statistical reports to administrator, supervisors, and probation officers.  Updates all reports on the local detention management system.  Reports monthly number of youth entered into the building and types of offenses to the Intake Unit Supervisor.  Inputs into the local detention management system all monthly probation officer caseloads and court procedures for the Intake Unit Supervisor.  

Provides information to parents on youth who will be detained, when the youth will be assigned a probation officer, booking procedures, visiting hours, and  other information that may be requested.  

Orders any and all supplies as needed in the booking Department.

Performs other related duties as assigned by the Detention Manager.

OTHER JOB FUNCTIONS
Performs other related duties as required.

May be required to transport juvenile offenders in emergent situations

SKILLS, KNOWLEDGE AND ABILITIES:

Ability to independently maintain responsibility for a variety of booking functions.  

Ability to communicate effectively with juveniles presented to the court, law enforcement, juvenile court staff, parents, prosecutors, and the public..  

Knowledge of current statutes and laws relating to juvenile offenders is helpful.

Ability to learn all required computer systems, including interpretation of juvenile offense records and status.

Ability to prioritize and complete assigned tasks while being flexible to  demands and interruptions..

Knowledge of court and detention procedures is helpful.

Knowledge of the state computer system to complete required booking forms.

Ability to maintain a courteous attitude toward the public and fellow employees even when under stressful and unpleasant situations.  

Must be able to make responsible decisions, which would impact future functions of court procedures.

Ability to assess when a youth could be volatile and the ability to verbally de-escalate the situation. 

Ability to physically perform essential job functions.

Ability to work effectively in a stressful environment.

Ability to carry out the JDAI principles, which involve sufficient assertiveness and persuasive communication skills to convince guardians that they are accountable and responsible for picking up their youth.

Ability to learn and operate both LIVESCAN and MUGIS systems, along with the traditional ink fingerprinting requirements.

RECRUITING REQUIREMENTS:

A minimum of one year progressive, responsible experience as a legal assistant, legal secretary or related legal staff support function. Must be able to utilize word processor or personal computer at an acceptable level of proficiency as required for positions requiring those skills.  Training by an accredited vocational school, college or  university in the field of legal support work or related area is preferred. Other education or experience which clearly indicates the ability to perform the essential functions of the position may substitute for the recruiting requirements.
Must be 21 years of age and have a Washington State Driver’s License.

Must be able to complete and pass a polygraph examination.  

Experience working with youth, families, and other agencies in the juvenile justice system is helpful.  

This position requires non-traditional work hours which includes holidays and weekends, and will include swing shift or a modified graveyard shift.  
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