6
4

Cole County

Job Description 
JOB TITLE: Deputy Juvenile Officer I
DEPARTMENT:

Michael Prenger Family Center

FLSA STATUS:

Non-Exempt

REVISION DATE:

November 2023

_____________________________________________________________________________________________
SUMMARY: The Deputy Juvenile Officer represents the Chief Juvenile Officer and is directly responsible to the Chief Deputy Juvenile Officer. The Deputy Juvenile Officer is a working member of a professional team and performs all duties and responsibilities in a professional manner.  Deputy Juvenile Officers provide direct services to children and families referred to the Juvenile Office for matters of abuse, neglect, status and/or delinquency offenses.  
ESSENTIAL DUTIES: 
Have a working knowledge and understanding of the statutes, Supreme Court rules, Juvenile Officer Performance Standards, and Detention Standards that pertain to Juvenile Court and related areas, and apply those consistently and appropriately in the performance of their job duties.
Assist the Chief Juvenile Officer with implementing any new programs and maintaining existing ones.

Provide technical assistance, and be present as may be required, to all law enforcement and other investigative agencies, including the Department of Social Services, Children's Division, Division of Youth Services, as well as other state and private agencies, attorneys, school systems, families and children.
Act as a representative of the Chief Juvenile Officer in matters referred to the Juvenile Office, when engaging with schools, victims, law enforcement agencies, Department of Social Services, Children's Division, Division of Youth Services, Department of Mental Health and other children/family service agencies.

Shall be available to respond to the needs of the court and Prenger Family Center after hours, weekends, and holidays, as cases and circumstances may require.  Shall include working as a designated on-call person for periods of a seven consecutive day rotation.

Attend training and continuing education annually that is applicable to the juvenile justice field.
 ADDITIONAL RESPONSIBLITIES:
Monitor and supervise an individual caseload in compliance with the Juvenile Officer Performance Standards.  Maintain files in an orderly fashion, with all documents that pertain to a youth or family, to include reports, evaluations, school records, risk and needs assessments and other contents as directed by the Chief Deputy Juvenile Officer.
Prepare, attend, and participate, in all court proceedings, and other meetings as appropriate to facilitate the progress of each case assigned. 

Organize files, reports, documents, and other materials, necessary to be prepared to present a case to the court.  Comply with report, filing, and pleading content requirements and time limitations as required by state statutes and Supreme Court Rules.  
Provide information to parties in a timely fashion to assist in preparation of the Juvenile Court docket.
Draft legal documents pertinent to this office, as directed by Legal Counsel.
Aid and support co-workers when necessary, to see that matters are accomplished in a timely fashion, assuring access to the prompt delivery of appropriate services to children and families.

Perform all duties as assigned by the Chief Juvenile Officer and Chief Deputy Juvenile Officer.

QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:
Bachelor's degree (B. A.) from four-year college or university in social work, psychology, criminal justice, family and child development or related behavioral sciences, or a related field.
LANGUAGE SKILLS:

Ability to read, analyze, and interpret procedure manuals, legal documents, safety rules, operating and maintenance instructions.  Ability to write routine reports and correspondence, such as letters, memos, petitions, motions, subpoenas, other legal documents, reports and evaluations.  Ability to speak effectively one-on-one and in small group situations before clients, social workers, law enforcement officers, attorneys, doctors, therapists, co-workers, supervisors, judges and community groups.

MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent. 

REASONING ABILITY:

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

ESSENTIAL SKILLS:

Knowledge of the statutes, Supreme Court rules, case law, processes, and other related administrative polices and procedures, that pertain to the Juvenile Court.

Must have ability to establish and maintain positive cooperative relationships with other governmental entities, community and professional groups, and others interested in the well being of children.

Must have ability to work cooperatively, tactfully, and appropriately with employees, clients, agencies, courts, attorneys, schools, victims, service providers, media and the public.

Must have ability to communicate ideas clearly, both orally and in writing.
Must have ability to work independently while exercising good judgment in evaluating situations and making decisions. 

Must have ability to plan and organize working time effectively.
OTHER ABILITIES:

Working knowledge of the functions of the Department of Social Services, Children's Division, Division of Youth Services, Department of Mental Health, Interstate Compact, Law Enforcement, etc.
Knowledge of the organization and functions of educational institutions, volunteer, and civic organizations, and similar groups, providing services to children and families in Cole County.
Knowledge of the principles of organizational management, mediation and conflict resolution management. 

PHYSICAL DEMANDS:

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

While performing the duties of this job, the employee is frequently required to sit.  The employee is also required to use hands and fingers to handle and/or feel computer keyboard and other general office equipment. The employee is frequently required to reach with hands and arms, speak and hear, and taste and smell.  The employee is frequently required to stand and walk.  The employee may be required to transport escalated youth that may require physical restraint.
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential function of this job.  Youth encountered may present with a risk of aggressive, hostile, and/or escalated behavior.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually moderate.
This description is intended to describe the type and level of work being performed by a person assigned to this position.  It may not include all duties required by a person so classified.
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_______________
Employee Signature





Date of Signing

(Please complete next page regarding accommodations that may be needed for this position)

IMPORTANT:
Do you need any accommodations to perform the essential functions of the Deputy Juvenile Officer I position?

Yes, I need accommodations to perform for the essential functions.

Initial here __________

Describe in detail the accommodations needed: 

































No, I do not need accommodations to perform the essential functions of the Deputy Juvenile Officer I position.

Initial here: __________
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