[image: image1.jpg]


Michael A. Adkinson, Jr., Sheriff

Office of the Sheriff, Walton County

VACANCY ANNOUNCEMENT
OCCUPATIONAL PROFILE: 
POSITION TITLE:  Classification Supervisor
CLOSING DATE:    Monday, November 21, 2016 @ 5:00 p.m.
ANNUAL SALARY RANGE:    $41,000.00 - $63,500.00
The Walton County Sheriff’s Office is actively seeking qualified applicants for the position of Classification Supervisor.
Essential Duties: 

Direct assignments to ensure achievement consistent with agency policies.
Review completed work assignments of subordinates for accuracy and provides feedback to encourage task completion according to desired specifications.

Coordinate on the job training for subordinate personnel.
Responsible for managing a caseload of inmates, including inmates in special status.

Evaluates information from reports, interviews, and correspondence for recommendations for inmate custody classification and work/program assignments and reviews inmates for special status recommendation.

Interviews inmates and prepares classification and progress reports both scheduled and unscheduled. 
Supervises and evaluates inmate progress and identifies inmates’ needs.

Performs file audits to ensure the accuracy of an inmate’s file. 
Ensures that all eligible inmates are awarded the appropriate amount of gain time by reviewing all relevant information and updating database.

Maintains inmate information on the department offender database.

Counsels and refers inmates to treatment and program services.  
Observes and interacts with inmates at their work assignment, housing assignment and educational/vocational assignment. 
Visits the specialized housing units (confinement, medical, etc.) as necessary.

Responds to inmate requests, correspondence and telephone inquiries.

Attends mandatory and other training as required.

Knowledge, Abilities and Skills: 

· Ability to supervise.
· Ability to interview and counsel.
· Ability to review and analyze data.

· Ability to describe facts and events accurately.

· Ability to apply laws, applicable rules and procedures.

· Ability to plan, organize, and coordinate assignments.

· Ability to communicate effectively.

· Ability to use office computer applications.

· Ability to work under stressful conditions.

· Ability to deal with difficult individuals in a correctional setting.
MINIMUM QUALIFICATIONS: 

High school diploma, Florida General Education Development Test (GED), or out-of-state GED, with transcript of test results.  Must be able to operate computer, printer, fax machine, copier, and telephone.  Applicant must be able to multi-task.

· Preference will be given to applicants with previous Classification experience.

· Preference will be given to applicants with a Bachelor’s Degree.

· Preference will be given to applicants with previous supervisory experience.
TO APPLY:

Internal Applicants:
Current employees of the Walton County Sheriff’s Office must submit a 


memorandum of interest detailing their experience and training.
For assistant, please call the Walton County Sheriff’s Office Human Resources Office at 850-892-8186.

SELECTION PROCESS:

· As part of the selection process applicants for consideration will be required to participate in an oral interview process.
The Walton County Sheriff’s Department is an Equal Opportunity Employer/Drug Free Workplace.  If you need an accommodation because of a disability in order to participate in the application/selection process, please notify the Hiring Authority or Human Resources in advance.  Preference shall be given to certain veterans and spouses of veterans as provided by Chapter 295, Florida Statutes.  Applicants claiming preference must submit a Form DD-214.

