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Travis County Commissioners Court Agenda Request

Meeting Date: 04/08/2014
Prepared By/Phone Number: Todd L. Osburn, 854-2744
Elected/Appointed Official/Dept. Head: Leslie Browder, 854-91
Commissioners Court Sponsor: Judge Samuel T. Biscoe

AGENDA LANGUAGE: CONSIDER AND TAKE APPROPRIATE ACTION ON THE
FOLLOWING:

A. APPROVE REVISED JOB DESCRIPTIONS FOR 12 TCSO POPS JOBS
TITLES.

BACKGROUND/SUMMARY OF REQUEST AND ATTACHMENTS:
Please see attached back-up memo.

STAFF RECOMMENDATIONS:
HRMD recommends approval.

ISSUES AND OPPORTUNITIES:
Please see attached back-up memo.

FISCAL IMPACT AND SOURCE OF FUNDING:
No impact.

REQUIRED AUTHORIZATIONS:

Debbie Maynor, Human Resources Management Department, 854-9170 ﬁ’”l
Leslie Browder, Planning & Budget Office, 854-9106.

County Attorney’s Office, 854-9415

Major Mark Sawa, TCSO, 854-9758

AGENDA REQUEST DEADLINE: All agenda requests and supporting materials must be submitted as a
pdf to Cheryl Aker in the County Judge's office, Cheryl.Aker@co.travis.tx.us by Tuesdays at 5 00 p.m.
for the next week's meeting.




Human Resources Management

700 Lavaca, 4th Floor  ® P.O.Box 1748 @  Austin Texas 78701 @ (512) 0549165
MEMORANDUM

DATE: March 28, 2014

TO: Members of the Commissioners Court

VIA: Leslie Browder, County Executive, Planning and Budg

FROM: Debbie Maynor, Director, HRMD /@m

SUBJECT:  Revised TCSO POPS Job Descriptions

introduction

At the request of the Travis County Sheriff's Office (TCSO), HRMD is submitting the following twelve (12)
job descriptions for revision.

e Corrections Cadet Law Enforcement Deputy

e Corrections Officer Law Enforment Deputy Senior
e Corrections Officer Senior Law Enforcement Detective

e Corrections Sergeant Law Enforcement Sergeant

e Corrections Lieutenant Law Enforcement Lieutenant
e Corrections Captain Law Enforcment Captain

With the exception of the Captain titles, all of these jobs reside on the TCSO POPS Scale. The Captain
titles reside on the Classified Pay Scale in Pay Grade 28. All incumbents in these titles reside within
TCSO. The changes to the job descriptions would have no impact on any other County departments.

Background

Job descriptions need to be reviewed periodically to ensure that duties, qualifications, knowledge, skills,
and abilities reflect current conditions. Over time, these qualities often change due to technology,
statutory changes and changes to business operations. The job descriptions for the titles listed above
have not been updated since January of 1998. As a result, the existing job descriptions are outdated in
both format and content.

TCSO took the lead in reviewing the content of the revised job descriptions and submitted them to the
County Attorney’s Office and HRMD for review. HRMD has worked with TCSO and the County Attorney’s
Office to refine the job descriptions and make sure they are consistent with the County’s current job
description format. TCSO submitted the proposed changes to the job descriptions electronically to both
the Travis County Sheriffs Law Enforcement Association (TCSLEA) and the Travis County Sheriff's
Officer's Association (TCSOA) for feedback. TCSOA did not respond and TCSLEA’s response did not
address the job description changes.
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Key Changes

The proposed job descriptions represent a significant step forward in both content and format.
Highlighted below are the key changes:

Impact

Job Summary — The Job Summary sections are more detailed and more accurately reflect the
overall work performed.

Duties and Responsibilities — The Duties and Responsibilities sections are significantly more
detailed and provide a much more comprehensive listing of the expected duties and
responsibilities that officers are expected to perform.

Minimum Requirements — The Minimum Requirements sections more accurately reflect the
Department’s criteria for holding a position at each respective level and reflect the change in the
primary accreditation organization. (TCLEOSE has changed its name to TCOLE.)

Knowledge, Skills and Abilities (KSAs) — The KSA sections are generally more detailed and
better reflect the everyday KSAs that officers must have to effective perform. This is particularly
true of “soft skills” such as communication and interacting with others.

Work Environment and Physical Demands — The Work Environment and Physical Demands
sections specify that officers must have a certain degree of physical strength and endurance as
well as specifying expectations related to sight, hearing and seizure control.

Formatting — The existing job descritions have the formatting style that was used by the County
in 1998. The updated formatting of the proposed job descriptions is consistent with the rest of the
County’s job descriptions and include the eight character job numbers used by SAP.

The revised job descriptions can assist the recruitment process since prospective candidates will have a
better understanding of each job’s requirements and duties. Additionally, more accurate job descriptions

will assist in performance evaluation and reduce ambiguities in expectations that can result in potential
discipline issues.

Cost

Adoption of the proposed job descriptions will have no cost impact. While the job numbers are being
changed to reflect SAP nomenclature, the pay grades themselves are not being changed.

Recommendation

HRMD recommends approval of the job description revisions.

Should you have questions, please contact Debbie Maynor at ext. 49170 or Todd Osburn at ext. 42744.

pA
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Cadet

JOB CODE: 20000518 FLSA STATUS: Non-Exempt
PAY GRADE: 80 LAST REVISED: 04/08/14
JOB SUMMARY:

The Cadet Corrections Officer is an entry level employee/trainee, who operates under close supervision to provide for the
safety, security and welfare of inmates, fellow officers, staff and the public in a building/section on a certain jail post.
After completion of on the job (FTO) training, the Cadet Corrections Officer directly supervises inmates and is engaged in
all functions related to welfare, safety and security of the inmate housing unit to which assigned. Performs other ancillary
duties that are assigned.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family. This classification represents an entry level corrections
position within the department. This classification may require work in secure facilities. This classification requires a
flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

Responsible for assisting the Post Officers and performing duties away from the post to ensure the smooth
operation of the building/section.

Assists and supports the Post Officers by running errands, procuring supplies, delivering paperwork, responding to
assistance calls, etc.

Assists with mail, commissary, laundry, and other activities at appropriate times.
Assists with inmate searches and cell searches as needed.

Assists with inmate counts as needed. Updates and prints new count sheets, moves lists and other lists each day;
Documents statistical data as required.

Assists in feeding inmates as needed.

Assists in attempting to resolve inmate requests and complaints.

Responsible for the cleanliness, maintenance and security of the building and grounds.

Conducts cleanup detail as assigned. Notes security breaches/concerns.

Conducts outside perimeter security checks of the building/section at least once per shift, checking for damage or

maintenance concerns, as well as for inmates tampering with windows, doors, walls, etc. in possible escape
aftempts.

Conducts and monitors recreation as needed.

Conducts special inmate work details when applicable.

Responsible for taking appropriate actions for all rule infractions such as counseling and reporting.

Escorts and/or processes inmates into and out of the units as needed, and monitors inmate movement; ensures
inmates arrive at court/programs on time and in appropriate attire.

Escorts official visitors and other visitors within the building/section.

Monitors religious services and programs that occur within the building.

Performs meal breaks for other staff members.

Responds to crisis situations such as fights, fire alarms, medical emergencies, etc. according to policy and
procedure.

Maintains information logs, assigned and unassigned equipment such as keys, radios, vehicles, etc.

Performs other duties as assigned.

MINIMUM REQUIREMENTS:
Educati {E " :

Must be a US Citizen

Must be 21 years of age

High School Diploma or GED

Must qualify with weapon annually in accordance with TCSO standards

Must participate in the job specific training annually in accordance with TCSO standards
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TRAVIS COUNTY JOB DESCRIPTION
JOB TITLE: Corrections Cadet

JOB CODE: 20000518 FLSA STATUS: Non-Exempt
PAY GRADE: 80 LAST REVISED: 04/08/14
MINIMUM REQUIREMENTS:

Licenses, Registrations, Certifications, or Special Requirements:
e Must attain a Jailer's License from TCOLE within one (1) year of initial employment with TCSO.

e Possess a valid Drivers’ License. Must be able to obtain a State of Texas driver's license within 90 days.

K ledge, Skill { Abilities:
Knowledge of:

* Laws, regulations and procedures governing custody of persons.

* Penal Code, and the Code of Criminal Procedure, Rules of Evidence, Family Code, Civil statutes, Regulatory
Agency Codes, Texas Jail Standards.

Federal, State, Local and County applicable laws, rules, regulations and guidelines.

Practices and procedures involved in jail management.

Local laws, ordinances and the TCOLE standards and procedures pertaining to the commitment, confinement and
release of prisoners.

Skill in:

» Operate basic computer equipment to include online searches, word processing, spreadsheets, databases and a
variety of software packages, including small office equipment or multiline telephones.

Use of detention and other law enforcement equipment.

Basic conflict resolution and community relations.

Clear and concise verbal and written communication.

Ability to:

Work as a team member within a diverse organization.

Read and understand basic legal documents.

Interact with people beyond giving and receiving instructions.

Perform under stress and when confronted with emergency situations.

Maintain discipline and order in the jail.

Make decisions and take prompt action in emergency situations.

Prepare and maintain routine records and logs.

Establish and maintain effective working relationships as necessitated by work assignments.
Take physical control of another person.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environment and client and customer contact for extended periods of time. Subject to contact
with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Job may involve danger
due to contact with criminals and suspects.

Must be able to lift and wear an approximately 40 pound Self Contained breathing apparatus for emergencies during fires;
and must be able to partially lift and drag an average weight person of 150Ibs, a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Cadet

JOB CODE: 20000518 FLSA STATUS: Non - Exempt
PAY GRADE: 80 LAST REVISED: 04/08/14

WORK ENVIRONMENT AND PHYSICAL DEMANDS: (Cont.)
SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40

(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000

Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification, understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Officer

JOB CODE: 20000519 FLSA STATUS: Non-Exempt
PAY GRADE: 81 LAST REVISED: 04/08/14
JOB SUMMARY:

The Corrections Officer is responsible for the safety, security and welfare of inmates, fellow officers, staff and the public
in a building/section on a certain jail post. The Corrections Officer directly supervises inmates and is engaged in all
functions related to welfare, safety and security of the inmate housing unit to which assigned. Performs other ancillary duties
that are assigned, to include the training of Corrections Cadets and Security Coordinators.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family. This classification represents an intermediate level
corrections position within the department. This classification may require work in secure facilities. This classification
requires a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

¢ Responsible for assisting the Post Officers and performing duties away from the post to ensure the smooth operation
of the building/section.

* Assists and supports the Post Officers by running errands, procuring supplies, delivering paperwork, responding to

assistance calls, etc.

Assists with mail, commissary, laundry, and other activities at appropriate times.

Assists with inmate searches and cell searches as needed.

Assists with inmate counts as needed. Updates and prints new count sheets, moves lists and other lists each day.

Documents statistical data as required.

Assists in feeding inmates as needed.

Assists in attempting to resolve inmate requests and complaints.

Responsible for the cleanliness, maintenance and security of the building and grounds.

Conducts cleanup detail as assigned.

Notes security breaches/concerns.

Conducts outside perimeter security checks of the building/section at least once per shift, checking for damage or

maintenance concerns, as well as for inmates tampering with windows, doors, walls, etc. in possible escape
attempts.

Conducts and monitors recreation as needed.

Conducts special inmate work details when applicable.

Responsible for taking appropriate actions for all rule infractions such as counseling and reporting.

Escorts and/or processes inmates into and out of the units as needed, and monitors inmate movement; ensures
inmates arrive at court/programs on time and in appropriate attire.

Escorts official visitors and other visitors within the building/section.

Monitors religious services and programs that occur within the building.

Performs meal breaks for other staff members.

Responds to crisis situations such as fights, fire alarms, medical emergencies, etc. according to policy and
procedure.

Maintains information logs, assigned and unassigned equipment such as keys, radios vehicles etc.

Performs other duties as assigned.

MINIMUM REQUIREMENTS:

Must be a US Citizen

Must be 21 years of age

High school Diploma or GED

One year of continuous service as a Cadet Corrections Officer with TCSO

Must qualify with weapon annually in accordance with TCSO standards

Must participate in the job specific training annually in accordance with TCSO standards
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Officer

JOB CODE: 20000519 FLSA STATUS: Non-Exempt
PAY GRADE: 81 LAST REVISED: 04/08/14

MINIMUM REQUIREMENTS: (Cont.)

Licenses, Registrations, Certifications, or Special Requirements:
e Have Texas Basic Jailer License in good standing with TCOLE.

e Possess a valid Drivers’ License. Must be able to obtain a State of Texas driver’s license within 90 days.
e Should this position be assigned to the Transportation Division, the following Commercial Motor Vehicle Certification
will be required: Class B issued by the state of Texas. Also one or more of the following endorsements may be

added to the license: Double/Triple Trailer(C), Passenger (P), Tank vehicle (T), Hazardous Materials (H) and Air
Brakes (A).

K ledge. Skill { Abilities:
Knowledge of:

* Laws, regulations and procedures governing custody of persons.

* Penal Code, and the Code of Criminal Procedure, Rules of Evidence, Family Code, Civil statutes, Regulatory
Agency Codes, Texas Jail Standards.

Federal, State, Local and County applicable laws, rules, regulations and guidelines.

Practices and procedures involved in jail management.

Local laws, ordinances and the TCOLE standards and procedures pertaining to the commitment, confinement and
release of prisoners.

Skill in:

* Operating basic computer equipment to include online searches, word processing, spreadsheets, databases and a
variety of software packages, including small office equipment or multiline telephones.

Use of detention and other law enforcement equipment.

Basic conflict resolution and community relations.

Clear and concise verbal and written communication.

Ability to:

Work as a team member within a diverse organization.

Read and understand basic legal documents.

Interact with people beyond giving and receiving instructions.

Perform under stress and when confronted with emergency situations.

Maintain discipline and order in the jail.

Make decisions and take prompt action in emergency situations.

Prepare and maintain routine records and logs.

Establish and maintain effective working relationships as necessitated by work assignments.
Take physical control of another person.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, sitting, jogging, running, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environment and client and customer contact for extended periods of time. Subject to contact
with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Job may involve danger
due to contact with criminals and suspects.

Must be able to lift and wear an approximately 40 pound Self Contained breathing apparatus for emergencies during fires;
and must be able to partially lift and drag an average weight person of 150 Ibs., a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Officer

JOB CODE: 20000519 FLSA STATUS: Non - Exempt
PAY GRADE: 81 LAST REVISED: 04/08/14

WORK ENVIRONMENT AND PHYSICAL DEMANDS: (Cont.)
SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40

(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000

Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification, understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Officer Sr

JOB CODE: 20000521 FLSA STATUS: Non-Exempt
PAY GRADE: 83 LAST REVISED: 04/08/14
JOB SUMMARY:

The Corrections Officer Senior is responsible for the safety, security and welfare of inmates, fellow officers, staff and the
public in a building/section on a certain jail post. The Senior Corrections Officer directly supervises inmates and is
engaged in all functions related to welfare, safety and security of the inmate housing unit to which assigned. Performs other
ancillary duties that are assigned, to include the training of Corrections Officers and Security Coordinators.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family. This classification represents an advanced level
corrections officer position within the department. This classification may require work in secure facilities. This
classification requires a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

* Responsible for assisting the Post Officers and performing duties away from the post to ensure the smooth operation
of the building/section.

Assists and support the Post Officers by running errands, procuring supplies, delivering paperwork, responding to
assistance calls, etc.

Assists with mail, commissary, laundry, and other activities at appropriate times.

Assists with inmate searches and cell searches as needed.

Assists with inmate counts as needed. Update and print new count sheets, move lists and other lists each day.
Documents statistical data as required.

Assists in feeding inmates as needed.

Assists in attempting to resolve inmate requests and complaints.

Responsible for the cleanliness, maintenance and security of the building and grounds.

Conducts cleanup detail as assigned.

Notes security breaches/concerns.

Conducts outside perimeter security checks of the building/section at least once per shift, checking for damage or

maintenance concerns, as well as for inmates tampering with windows, doors, walls, etc. in possible escape
attempts.

Conducts and monitors recreation as needed.

Conducts special inmate work details when applicable.

Responsible for taking appropriate actions for all rule infractions such as counseling and reporting.

Escorts and/or processes inmates into and out of the units as needed, and monitors inmate movement; ensures
inmates arrive at court/programs on time and in appropriate attire.

Escorts official visitors and other visitors within the building/section.

May be assigned to classify inmates into appropriate housing areas.

Monitors religious services and programs that occur within the building.

Performs meal breaks for other staff members.

Responds to crisis situations such as fights, fire alarms, medical emergencies, etc. according to policy and
procedure.

Maintains information logs, assigned and unassigned equipment such as keys, radios, vehicles, etc.

Provides field training to other officers; may be required to teach at the academy.

Performs other duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Officer Sr

JOB CODE: 20000521 FLSA STATUS: Non-Exempt
PAY GRADE: 83 LAST REVISED: 04/08/14
MINIMUM REQUIREMENTS:

e Mustbe a US Citizen

¢ Must be 21 years of age

¢ High school Diploma or GED

e Two years of continuous service as a Corrections Officer with TCSO

e Must qualify with weapon annually in accordance with TCSO standards

[ ]

Must participate in the job specific training annually in accordance with TCSO standards

Licenses, Registrations, Certifications, or Special Requirements:

¢ Texas Basic Jailer License (Intermediate preferred) in good standing with TCOLE.

e Possess a valid Texas Drivers’ License or must be able to obtain a State of Texas driver’s license within 90 days.

¢ Should this position be assigned to the Transportation Division, the following Commercial Motor Vehicle Certification
will be required: Class B issued by the state of Texas. Also one or more of the following endorsements may be

added to the license: Double/Triple Trailer(C), Passenger (P), Tank vehicle (T), Hazardous Materials (H) and Air
Brakes (A).

K ledge. Skill { Abilities:
Knowledge of:

* Laws, regulations and procedures governing custody of persons.

* Penal Code, and the Code of Criminal Procedure, Rules of Evidence, Family Code, Civil statutes, Regulatory
Agency Codes, Texas Jail Standards.

Federal, State, Local and County applicable laws, rules, regulations and guidelines.

Practices and procedures involved in jail management.

Local laws, ordinances and the TCOLE standards and procedures pertaining to the commitment, confinement and
release of prisoners.

Skill in:

» Operating basic computer equipment to include online searches, word processing, spreadsheets, databases and a
variety of software packages, including small office equipment or multiline telephones.

Use of detention and other law enforcement equipment.

Basic conflict resolution and community relations.

Clear and concise verbal and written communication.

Ability to:

Work as a team member within a diverse organization.

Read and understand basic legal documents.

Interact with people beyond giving and receiving instructions.

Perform under stress and when confronted with emergency situations.

Maintain discipline and order in the jail.

Make decisions and take prompt action in emergency situations.

Prepare and maintain routine records and logs.

Establish and maintain effective working relationships as necessitated by work assignments.
Take physical control of another person.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Officer Sr

JOB CODE: 20000521 FLSA STATUS: Non - Exempt
PAY GRADE: 83 LAST REVISED: 04/08/14

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environment and client and customer contact for extended periods of time. Subject to contact
with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Job may involve danger
due to contact with criminals and suspects.

Must be able to lift and wear an approximately 40 pound Self Contained breathing apparatus for emergencies during fires;
and must be able to partially lift and drag an average weight person of 150 Ibs., a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40

(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000
Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification, understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Sergeant

JOB CODE: 20000529 FLSA STATUS: Non - Exempt
PAY GRADE: 88 LAST REVISED: 04/08/14
JOB SUMMARY:

The Corrections Sergeant is responsible for the safety, security and welfare of inmates, officers, staff and the public in a
building/section on a certain shift. The Corrections Sergeant directly supervises corrections personnel (Officers, Security
Coordinators and occasionally Clerks) assigned and engaged in all functions related to receiving and safely housing inmates
confined within County jail facilities. Performs supervisory functions for specialized units.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family. This classification represents entry level management
within the department. This classification may require work in secure facilities. This classification requires a flexible work
schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:
¢ Receives and conducts shift briefings.
e Supervises designated personnel with administrative duties.
» Schedules assigned subordinate personnel; ensuring adequate coverage according to jail standards, the needs of the
department and compliance with FLSA standards.
Documents all critical incidents and submits within required time frame.
Conducts post visuals of assigned area at least once during tour of duty.
Conducts weekly building inspections for cleanliness and building maintenance.
Prepares statistical reports; Verifies reports are accurate and legible.
Maintains professional, cooperative relations with other sections, supervisors, staff members and public.
Attends meetings as scheduled.
Supervises operational activities of assigned subordinate personnel.
Maintains safety and security of section.
Schedules mandated and elective training for officers (formal and informal).
Maintains time sheets and attendance records for all shift personnel.
Maintains an EDF on each employee on the shift, and updates information as necessary.
Writes, issues and evaluates duty performance of assigned subordinate personnel through the performance appraisal
system.
Supervises staff to ensure compliance with policies, procedures, rules and directives. Ensures staff is performing
assigned tasks.
Commends/counsels/disciplines officers as appropriate.
Serves on hiring and promotional boards as requested.
Conducts and documents fire/emergency drills for staff.
Responsible for the upkeep and inventory of all assigned equipment, buildings, radios and vehicles.
Manages an inmate population in accordance with TCJS and other applicable standards.
Conducts disciplinary boards on inmates for rule violations.
Advises classifications on any emergency moves that occur.
Obtains necessary information when advised of a death in the family of an inmate.
Coordinates with support sections such as medical, counselors, chaplain etc.
Files accident reports in a timely manner.
Supervises mandatory security checks and facility inspections.
Sees that documentation supports any necessary inmate housing assignments.
Answers and attempts to resolve inmate requests, grievances and complaints.
Manages major incidents by establishing an onsite supervisory presence from which to coordinate and direct
responding emergency personnel; supervises preliminary investigations.
Responds to and documents critical incidents/major crimes/major incidents such as fights, fire alarms, medical
emergencies etc.; notifies chain of command personnel.
Uses reasonable force when necessary.
Maintains physical fitness in order to perform essential duties of the position.
Attends and completes all training required by statute or TCOLE to maintain required certifications and licenses.
Perform other duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Sergeant

JOB CODE: 20000529 FLSA STATUS: Non - Exempt
PAY GRADE: 88 LAST REVISED: 04/08/14
MINIMUM REQUIREMENTS:

e Must be a US Citizen

e Must be 21 years of age

¢ High School Diploma or GED is required; Associate’s degree is preferred

e Two years of continuous service as a Senior Corrections Officer with TCSO

®

Must make a minimum score of 70 on the written exam and complete an oral interview for placement on the eligibility
list for Sergeant

Must qualify with weapon annually in accordance with TCSO standards
Must participate in the job specific training annually in accordance with TCSO standards

Licenses, Registrations, Certifications, or Special Requirements:

e Texas Basic Jailer License (Intermediate preferred) in good standing with TCOLE.
e Possess of a valid Texas Drivers’ License.

Knowledge of:

e Code of Criminal Procedure, Penal Code, State Jail Standards and other state statutes and County ordinances.

e Applicable policies including but not limited to TCSO policies, Civil Service Rules, Standard Operating Procedures,
and the Travis County Employee Handbook.

e Department organization and functions.
¢ Microsoft Office to include Word, Excel and Power Point programs.

Skill in:
e Must have good interpersonal and public relations skills.
e Experience or training in public speaking is desirable.
e Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code of

Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and procedures
required to perform essential job duties assigned.

s Must have requisite skills to prepare official documents required to perform assigned functions, including but not
limited to interoffice memorandums, letters to other agencies, affidavits, investigative reports and case filing
documents.

e Must be proficient in the use of defensive tactics requiring physical force and if certified, the use of intermediate
impact weapons and firearms.

Ability to:
» Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.
o Listen effectively by using good listening techniques.

o Communicate necessary information to others in a calm clear dispassionate and purposeful speaking voice in all
circumstances.

¢ Create accurate, clear concise, comprehensive relevant and grammatically correct documents.

e Work with employees and citizens from diverse population groups in order to comply with Department mission and
best serve the public interest.

e Focus personal and team efforts toward continuous performance improvement.

e Actively seek opportunities to increase and improve knowledge skill and abilities needed to improve personal
performance.
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— TRAVIS COUNTY JOB DESCRIPTION ___________
JOBTITLE: Corrections Sergeant

JOB CODE: 20000529 FLSA STATUS: Non - Exempt
PAY GRADE: 88 LAST REVISED: 04/08/14

Knowledge. Skills, and Abilities: (Cont.)

Abilities: (Cont.)

¢ Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.
Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.

Use appropriate physical force, including deadly force, when necessary to prevent the imminent threat of death or
serious bodily injury to others or self.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environment and client and customer contact for extended periods of time. Subject to contact
with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Job may involve danger
due to contact with criminals and suspects.

Must be able to lift and wear an approximately 40 pound self-contained breathing apparatus for emergencies during fires;
and must be able to partially lit and drag an average weight person of 150 Ibs., a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Duai vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40

(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000
Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification of understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOBTITLE: Corrections Lieutenant

JOB CODE: 20000531 FLSA STATUS:  Exempt
PAY GRADE: 89 LASTREVISED:  04/08/14
e
JOB SUMMARY:

The Corrections Lieutenant manages and leads corrections operational segments engaged in all functions related to
receiving and safely housing inmates confined within the County Jail Facilities. Corrections Bureau management duties
include, but are not limited to supervision of personnel assigned to: Inmate Housing Units, Central Booking, Records &
Classifications, Corrections Tactical Team, Transportation, Courthouse Security, Hospital Visitation Unit and Facilities
support functions. Performs periodic duty as the Watch Commander for the Corrections Bureau.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family. This classification represents mid-level management
within the department. This classification may require work in secure facilities. This classification requires a flexible work
schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:
e Manages and monitors unit briefings to ensure personnel receive relevant information needed to properly perform
assigned duties and meet unit and departmental objectives.

* Manages designated personnel and unit administrative duties; assists superiors with administrative requirements as
needed.

» Coordinates and supervises the scheduling of assigned subordinate personnel; ensuring adequate coverage according
to jail standards, the needs of the department and compliance with FLSA standards.
Manages the submission of documentation for all critical incidents within required time frame.
Personally visits and checks facility at least once during tour of duty.
Manages and conducts monthly building inspections for cleanliness and building maintenance.
Prepares statistical reports; verifies reports are accurate and legible.
Maintains professional, cooperative relations with other sections, supervisors, staff members and public.
Attends meetings as scheduled.
Manages operational activities of assigned subordinate personnel within the unit.
Maintains safety and security and welfare of assigned personnel in the section.
Manages and ensures compliance of mandated and elective training for officers (formal and informal).
Monitors and reviews time sheets and attendance records for all assigned supervisory personnel.
Maintains an EDF on all assigned supervisory personnel, and updates information as necessary.
Evaluates duty performance of assigned subordinate personnel through the performance appraisal system.
Manages and monitors staff to ensure compliance with policies, procedures, rules and directives.
Ensures all assigned supervisory personnel are performing assigned tasks.
Commends/counsels/disciplines staff as appropriate.
Serves on hiring and promotional boards as requested.
Monitors and conducts fire/femergency drills for staff; ensures proper documentation.
Manages the maintenance and inventory of all assigned equipment, buildings, radios and vehicles.
Manages an inmate population in accordance with TCJS and other applicable standards.
Ensures classifications are advised on any emergency moves that occur.
Ensures proper coordination with support sections such as medical, counselors, chaplain etc.
Ensures accident reports are filed in a timely manner.
Manages mandatory security checks and facility inspections.
Ensures proper documentation to support any necessary inmate housing assignments.
Manages inmate requests, grievances and complaints.
Manages major incidents by establishing an onsite supervisory presence from which to coordinate and direct
responding emergency personnel; supervises preliminary investigations.
Manages response to and documents critical incidents/major crimes/major incidents such as fights, fire alarms, medical
emergencies etc.; ensures proper notification of chain of command personnel.
Uses reasonable force when necessary.
Must maintain physical fitness in order to perform essential duties of the position.
Attends and completes all training required by statute or TCOLE to maintain required certifications and licenses.
Performs other duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Lieutenant

JOB CODE: 20000531 FLSA STATUS: Exempt
PAY GRADE: 89 LAST REVISED: 04/08/14
MINIMUM REQUIREMENTS:

Must be a US Citizen

Must be 21 years of age

High school diploma or GED is required; Associate’s degree is preferred
Two (2) years of uninterrupted service in grade as a Corrections Sergeant.

Must make a minimum score of 70 on the written exam and complete an oral interview for placement on the eligibility
list for Lieutenant

Must qualify annually with weapon in accordance with TCSO standards
Must participate in the job specific training annually in accordance with TCSO standards

Licenses, Registrations, Certifications, or Special Requirements:

e Have Texas Basic Jailer License (Advanced preferred) in good standing with TCOLE.
¢ Possess of a valid Drivers' License.

Knowledge of:

¢ Code of Criminal Procedure, Penal Code, State Jail Standards and other state statutes and County ordinances.

¢ Applicable policies including but not limited to TCSO policies, Civil Service Rules, Standard Operating Procedures,
and the Travis County Employee Handbook.

Department organization and functions.

Microsoft Office to include Word, Excel and Power Point programs.

Skill in:

e Must have good interpersonal and public relations skills.

e  Experience or training in public speaking is desirable.

e Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code of
Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and procedures
required to perform essential job duties assigned.

Must have requisite skills to prepare official documents required to perform assigned functions, including but not
limited to interoffice memorandums, letters to other agencies, affidavits, investigative reports and case filing
documents.

Must be proficient in the use of defensive tactics requiring physical force and if certified, the use of intermediate
impact weapons and firearms.

Ability to:

° Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.

Listen effectively by using good listening techniques.

Communicate information in a calm, clear, dispassionate and purposeful speaking voice in all circumstances.
Create accurate, clear, concise, comprehensive, relevant and grammatically correct documents.

Work with employees and citizens from diverse population groups in order to comply with TCSO mission and best
serve the public interest.

Focus personal and team efforts toward continuous performance improvement.

Seek opportunities to increase and improve knowledge, skills and abilities needed to improve personal
performance.
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— TRAVIS COUNTY JOB DESCRIPTION
JOBTITLE: Corrections Lieutenant

JOB CODE: 20000531 FLSA STATUS: Exempt
PAY GRADE: 89 LAST REVISED: 04/08/14

Knowledge, Skills. and Abilities: (Cont.)

Abilities: (Cont.)

e Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.
Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.

Use appropriate physical force, including deadly force when necessary, to prevent the imminent threat of death or
serious bodily injury to others or self.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environment and client and customer contact for extended periods of time. Subject to contact

with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Job may involve danger
due to contact with criminals and suspects.

Must be able to lift and wear an approximately 40 pound Self Contained breathing apparatus for emergencies during fires;
and must be able to partially lift and drag an average weight person of 150 Ibs., a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40

(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000
Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification of understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position. -
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JOB TITLE: Corrections Captain

TRAVIS COUNTY JOB DESCRIPTION

JOB CODE: 20000215 FLSA STATUS: Exempt
PAY GRADE: 28 LAST REVISED: 04/08/14
JOB SUMMARY:

Provide supervision of the day to day operations of the assigned department including lower level supervisors and their
assigned staff. Schedule work assignments, assign hours and work locations, ensure that personnel are trained and or
evaluated; and or handle exceptions or complex problems, develop and document programs and curriculum, monitor
department resources and ensure compliance with policies and laws. May be called upon to perform any task or duty that
may be required by a certified jail officer in assuring the safety of inmates and members of the community or their property.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the Public Safety/Emergency Management job family. This classification represents
senior management within the department. This classification may require work in secure facilities. This classification
may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

Prepares, reviews, critiques reports and other relevant written material; submits required reports to the Sheriff, Chief
Deputy, and Commissioners Court.

Develops, writes, reviews and implements policies and procedures.

Develops, implements and evaluates plans and budgets within established guidelines; assists with the
development of the annual budget. Reviews balances and approves purchases and transfers.

Manages and supervises staff, including training of new employees and in-service staff development. Attends
training mandated by law.

Develops and issues task and condition statements, performance standards, and evaluates employee performance.
Prepares and implements work schedules.

Supervises, inspects and evaluates the operations of one or more correctional facilities or services. Oversees and
ensures operations meet requirements.

*  Monitors facilities and programs for security, safety and for compllance with state and court-ordered standards.
¢ Monitors and manages inmate population IAW TCJS and other applicable standards.
* Approves or denies access to officials; answers media requests.
* Conducts and attends meetings.
* Maintains and enforces all departmental and bureau policies and procedures, rules and regulations.
* Manages the process of employee, general public and professional community complaints. Investigates
complaints made against subordinates and takes appropriate actions to resolve them per departmental policy.
» Coordinates work efforts between divisions and other agencies; communicates and networks with other division
directors, program managers, department heads, and Elected and Appointed Officials in other County departments.
* Represents County by attending meetings, community meetings, seminars, conferences and professional
associations. Participates in meetings, private organizations and serves on related committees.
¢ Must maintain physical fitness in order to perform the essential duties of the position.
o Performs other job related duties as assigned.
MINIMUM REQUIREMENTS:
Educati {E . .
e Must be a US Citizen
e Must be 21 years of age
e High school diploma or GED
e Must qualify annually with weapon in accordance with TCSO standards
e Must participate in the job specific training course annually in accordance with TCSO standards
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TRAVIS COUNTY JOB DESCRIPTION

JOBTITLE: Corrections Captain

JOB CODE: 20000215 FLSA STATUS: Exempt
PAY GRADE: 28 LAST REVISED: 04/08/14

MINIMUM REQUIREMENTS: (Cont.)
Education and Experience: (Cont.)

PREFERRED EDUCATIONAL REQUIREMENTS:

e Bachelor's degree in Criminal Justice or a directly related field AND four (4) years of directly related,
increasingly responsible managerial experience in law enforcement/correctional capacity, including two (2) years
of mid- to senior level supervisory or management experience; or

* Any combination of education and experience that has been achieved and is equivalent to the stated education,
experience and required knowledge, skills and abilities sufficient to successfully perform the duties and
responsibilities of this job.

Licenses, Registrations, Certifications, or Special Requirements:
e Texas Jailer's License and Peace Officer License in good standing with TCOLE.
e Possess a valid Texas Driver’s License.

Knowledge of:

* Laws, regulations and procedures governing custody of persons.

» Standard management theory, principles, practices and techniques.

* Penal Code, and the Code of Criminal Procedure, Rules of Evidence, Family Code, Civil statutes, Regulatory
Agency Codes, Texas Jail Standards.

Federal, State, Local and County applicable laws, rules, regulations and guidelines.

State and Federal regulatory or administrative requirements and practices.

Budgetary and fiscal process.

Leadership and supervisory principles, practices and techniques.

Microsoft Office programs.

Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Business letter writing, grammar and punctuation, and report preparation.

Skill in:

Supervisory/management issues, including planning and managing teams.

Responding to and managing emergencies.

Planning and coordinating work activities.

Researching, analyzing, compiling, preparing and presenting technical data/information and reports.
Problem-solving and decision-making.

Public speaking and content delivery.

Conflict resolution and community relations.

Both verbal and written communication.

Ability to:

Plan, organize and effectively direct projects.

Supervise work of professional and support staff members.

Work on a wide variety of tasks simultaneously and produce timely and tangible results.

Utilize online resources.

Prioritize needs, develop and implement plans of action.

Work as a team member within a diverse organization.

Read and understand basic legal documents.

Establish and maintain effective working relationships with County employees and officials, representatives of
outside agencies, and the general public.

\ 9

Page 2 of 3



TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Corrections Captain

JOB CODE: 20000215 FLSA STATUS: Exempt
PAY GRADE: 28 LAST REVISED: 04/08/14

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environment and client and customer contact for extended periods of time. Subject to contact
with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Job may involve danger
due to contact with criminals and suspects.

Must be able to lift and wear an approximately 40 pound Self Contained breathing apparatus for emergencies during fires;
and must be able to partially lift and drag an average weight person of 150 Ibs., a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any shift
and must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40
(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000
Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification, understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB -DESCRIPTION

JOB TITLE: Law Enforcement Deputy Sheriff

JOB CODE: 20000523 FLSA STATUS: Non-Exempt
PAY GRADE: 72 LAST REVISED: 04/08/14
JOB SUMMARY:

The Deputy Sheriff performs law enforcement duties to protect lives, property and rights of citizens of Travis County by
patrolling assigned districts to enforce local, state and federal laws. Provides for public safety by maintaining order,
responding to emergencies, conducting preliminary investigative work and serving warrants.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO family and is considered an entry level position in the Law
Enforcement Bureau. Duties require substantial degree of initiative and independent judgment necessary to take
control of dynamic situations. This classification requires a flexible work schedule in order to meet the needs of the
department.

DUTIES AND RESPONSIBILITIES:

e  Provides for public safety by maintaining order, responding to emergencies, protecting people and property,
enforcing motor vehicle and criminal laws, patrolling lake areas by boat or on horseback to promote and foster
good community relations with the public.

° Patrols assigned areas; maintains situational awareness of area for crime prevention.

e Responds day or night to emergency calls and routine complaints.

e Records offenses and accidents and facts to prepare reports that document incidents and activities.

° Identifies, pursues and arrests suspects and perpetrators of criminal acts.

* Interviews complainants, witnesses and defendants; prepares appropriate charges to book arrested suspects.

¢  Reviews and investigates accidents and incidents to determine if criminal act or statute violations were involved.

e Monitors, notes, reports and investigates suspicious persons and situations, safety hazards and unusual or illegal
activity in patrol area.

e  Serves warrants, makes arrests and starts booking procedures on arrested individuals.

*  Assumes control and responsibility at crime scene by directing/assigning duties to patrol and crime scene officers.

e  Collects and submits evidence; may be required to photograph major fatality accidents.

e Locates fugitives, develops informants, and conducts surveillance and search and seizures.

e  Provides vehicular traffic control and enforcement (tickets and warnings).

¢ Responds to and investigates traffic accidents; renders first aid as required.

° Issues traffic citations, directs traffic; investigates traffic accidents and crimes against persons and property.

e  Serves court processes.

] Provides courthouse security and acts as court bailiff.

e  Testifies in court to present evidence or act as witness in traffic and criminal cases.

e Files charges with the County and District Attorney Offices.

° Prepares sworn affidavits for the issuance or of actual execution of search warrants.

e  Guards and transports prisoners.

e  Escorts inmates from jail to court and back after court appearance; escorts inmates during intra or interstate
transportation.

*  Receives arraignments, presents fugitives to court, arrange attorney appointments and handle renditions.

e  May be required to provide training or teach throughout the community.

e  Coordinates and implements in-service training programs for departmental personnel.

J Prepares and delivers presentations to public sector students and civic groups.

e  Performs administrative duties as required.

e  Provides assistance to qualified recipients of various crime programs.

e  Performs other duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Law Enforcement Deputy Sheriff

JOB CODE: 20000523 FLSA STATUS: Non-Exempt
PAY GRADE: 72 LAST REVISED: 04/08/14
MINIMUM REQUIREMENTS:

Education and Experience:
e Must be a US Citizen

Must be 21 years of age

High school Diploma or GED

Must qualify with a weapon annually in accordance with Departmental Standards

Must participate in the job specific training course annually in accordance with departmental standards

Licenses, Registrations, Certifications, or Special Requirements:
e Must possess basic Peace Officer Certification from TCOLE.
» Possess a valid Drivers’ License. Must be able to obtain a State of Texas driver’s license within 90 days.

Knowledge, Skills, and Abilities:

Knowledge of:
¢ Code of Criminal Procedure, Penal Code, transportation code and other state Statutes and County ordinances.

¢ Applicable county policies including but not limited to Travis County Civil Service Rules, The Travis County
Employee handbook, TCSO policies and procedures.

e Department organization and function.
e Basic Microsoft office.

Skill in:

* Must have good interpersonal and public relations skills (experience or training in public speaking is desirable)
good judgment, decision making and critical thinking skills are required.

e Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code of
Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and procedures
required to perform essential job duties assigned.

» Preparing official documents required to perform assigned functions, including but not limited to interoffice
memorandums, letters to other agencies, affidavits, investigative reports and case filing documents.(Creating clear,
concise and grammatically correct documents).

e Must maintain a professional demeanor, to include good interpersonal and public relations skills.

* Must be proficient in the use of defensive tactics requiring physical force including the use of intermediate impact
weapons and firearms.

* Must be proficient in the following: computer operations, vehicle operations, radio communications, scene
management and resolution; gaining and maintaining control of persons and investigation and evidence control
¢ Must be proficient in map reading skills with situational awareness of assigned district.

Ability to:

» Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.

e Listen effectively by using good listening techniques.

e Communicate necessary information to others in a calm, clear, dispassionate and purposeful speaking voice in all
circumstances.

e Create accurate, clear, concise, comprehensive, relevant and grammatically correct documents.

e Work with employees and citizens from diverse population groups in order to comply with the department mission
and best serve the public interest.

e Focus personal and team efforts toward continuous performance improvement.
e Actively seek opportunities to increase and improve knowledge skill and abilities needed to improve personal

performance.
Page 2 of 3 2 Z



TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Deputy Sheriff

JOB CODE: 20000523 FLSA STATUS: Non-Exempt
PAY GRADE: 72 LAST REVISED: 04/08/14

Knowledge, Skills, and Abilities: (Cont.)

Ability to: (Cont.)

e Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.

e Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.

¢ Use appropriate physical force, including deadly force, when necessary to prevent the imminent threat of death or
serious bodily injury to others or self.

e Respond to unexpected situations in a reasonable manner.

¢ Maintain physical endurance and agility.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 2050 pounds occasionally, visual acuity, speech and
hearing, hand and eye coordination, fine dexterity and manual dexterity necessary to operate a computer and office
equipment. Subject to standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending,
stooping, kneeling, crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the
essential functions. Subject to stressful environments, exposure to excessive heat and cold (outdoor conditions) and
client and customer contact for extended periods of time. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Job may involve danger due to contact with criminals and
suspects as well as high speed driving.

Must be able to partially lift and drag an average weight person of 150Ibs, a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work
any shift and extended hours related to emergency situations; work hours are subject to change with little or no notice.
Must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to
20/20 or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes)
and 20/40 (each eye). For applicants who have completed refractive surgery to correct vision, the operating physician
must complete a Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz,
1000 Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist
evaluation is required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able
to control the disorder by medication, be seizure free for one year and sign the Notification, understanding and
commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Deputy Sheriff Senior

JOB CODE: 20000524 FLSA STATUS: Non-Exempt
PAY GRADE: 74 LAST REVISED: 04/08/14
JOB SUMMARY:

The Deputy Sheriff Senior performs law enforcement duties to protect lives, property and rights of citizens of Travis
County by patrolling assigned districts to enforce local, state and federal laws. Provides for public safety by maintaining
order, responding to emergencies, conducting preliminary investigative work and serving warrants. Exercises alertness
and independent judgment in dealing with unusual situations.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family and is considered an intermediate level position in the
Law Enforcement Bureau. Duties require substantial degree of initiative and independent judgment necessary to take
control of dynamic situations. This classification requires a flexible work schedule in order to meet the needs of the
department.

DUTIES AND RESPONSIBILITIES:

° Provides for public safety by maintaining order, responding to emergencies, protecting people and property,
enforcing motor vehicle and criminal laws, patrolling lake areas by boat or on horseback to promote and foster
good community relations with the public.

Patrols assigned areas; maintains situational awareness of area for crime prevention.

Responds day or night to emergency calls and routine complaints.

Records offenses and accidents and facts to prepare reports that document incidents and activities.

Identifies, pursues and arrests suspects and perpetrators of criminal acts.

Interviews complainants, witnesses and defendants; prepares appropriate charges to book arrested suspects.
Reviews and investigates accidents and incidents to determine if criminal act or statute violations were involved.

Monitors, notes, reports and investigates suspicious persons and situations, safety hazards and unusual or illegal
activity in patrol area.

Serves warrants, makes arrests and starts booking procedures on arrested individuals.

Assumes control and responsibility at crime scene by directing/assigning duties to patrol and crime scene
officers.

Collects and submits evidence; may be required to photograph major fatality accidents.

Locates fugitives, develops informants, and conducts surveillance and search and seizures.

Provides vehicular traffic control and enforcement (tickets and warnings).

Responds to and investigates traffic accidents; renders first aid as required.

Issues traffic citations, directs traffic; investigates traffic accidents and crimes against persons and property.
Serves court processes.

Provides courthouse security and acts as court bailiff.

Testifies in court to present evidence or act as witness in traffic and criminal cases.

Files charges with the County and District Attorney Offices.

Prepares sworn affidavits for the issuance or of actual execution of search warrants.

Guards and transports prisoners.

Escorts inmates from jail to court and back after court appearance; escorts inmates during intra or interstate
transportation.

Receives arraignments, presents fugitives to courts, arranges attorney appointments and handles renditions.
May be required to provide training or teach throughout the community.

Coordinates and implements in-service training programs for departmental personnel.

Prepares and delivers presentations to students and civic groups.

Performs administrative duties as required.

Provides assistance to qualified recipients of various crime programs.

Performs other duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE:= Lavﬁnforc_efment Deputy Sheriff Senior

JOB CODE: 20000524 FLSA STATUS: Non-Exempt
PAY GRADE: 74 _ _ LAST REVISED: 04/08/14

MINIMUM REQUIREMENTS:

Education and Experience:

o Must be a US Citizen

o Must be 21 years of age

° High school Diploma or GED

° Must qualify with a weapon annually in accordance with Departmental Standards

° Must participate in the job specific training course annually in accordance with departmental standards

° Must possess two years of continuous service in the department as a Commissioned Peace Officer

Licenses, Registrations, Certifications, or Special Requirements:
° Basic Peace Officer Certification from TCOLE.
. Possess a valid Drivers’ License. Must be able to obtain a State of Texas driver's license within 90 days.

Knowledge, Skills, and Abilities:

Knowledge of:

. Code of Criminal Procedure, Penal Code, transportation code and other state Statutes and County ordinances.

° Applicable county policies including but not limited to Travis County Civil Service Rules, The Travis County
Employee handbook, TCSO policies and procedures.

° Department organization and function.

° Basic Microsoft office.

Skill in:

. Must have good interpersonal and public relations skills (Experience or training in public speaking is desirable)
good judgment, decision making and critical thinking skills are required.

° Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code
of Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and
procedures required to perform essential job duties assigned.

° Preparing official documents required to perform assigned functions, including but not limited to interoffice
memorandums, letters to other agencies, affidavits, investigative reports and case filing documents. (Creating
clear, concise and grammatically correct documents).

° Must be proficient in the use of defensive tactics requiring physical force and if certified, the use of intermediate
impact weapons and firearms.

° Must maintain a professional demeanor, to include good interpersonal and public relations skills.

° Must be proficient in the use of defensive tactics requiring physical force including the use of intermediate impact
weapons and firearms.

° Must be proficient in the following: computer operations, vehicle operations, radio communications, scene
management and resolution; gaining and maintaining control of persons and investigation and evidence control.

° Must be proficient in map reading skills with situational awareness of assigned district.

Ability to:

° Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.

° Listen effectively by using good listening techniques.

. Communicate necessary information to others in a calm, clear, dispassionate and purposeful speaking voice in
all circumstances.

o Create accurate, clear, concise, comprehensive relevant and grammatically correct documents.

® Work with employees and citizens from diverse population groups in order to comply with the department
mission and best serve the public interest.

° Focus personal and team efforts toward continuous performance improvement.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Deputy Sheriff Senior

JOB CODE: 20000524 FLSA STATUS: Non-Exempt
PAY GRADE: 74 LAST REVISED: 04/08/14

Knowledge, Skills, and Abilities: (Cont.)

Ability to: (Cont.)

° Actively seek opportunities to increase and improve knowledge skill and abilities needed to improve personal
performance.

° Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.
Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.
Use appropriate physical force, including deadly force, when necessary to prevent the imminent threat of death
or serious bodily injury to others or self.
Respond to unexpected situations in a reasonable manner.
Maintain physical endurance and agility.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and
hearing, hand and eye coordination, fine dexterity and manual dexterity necessary to operate a computer and office
equipment. Subject to standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending,
stooping, kneeling, crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the
essential functions. Subject to stressful environments, Exposure to excessive heat and cold (outdoor conditions) and
client and customer contact for extended periods of time. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Job may involve danger due to contact with criminals and
suspects as well as high speed driving.

Must be able to partially lift and drag an average weight person of 150Ibs, a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work
any shift and extended hours related to emergency situations; work hours are subject to change with little or no notice.
Must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to
20/20 or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes)
and 20/40 (each eye). For applicants who have completed refractive surgery to correct vision, the operating physician
must complete a Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz,
1000 Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist
evaluation is required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able
to control the disorder by medication, be seizure free for one year and sign the Notification, understanding and
commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Detective

JOB CODE: 20000525 FLSA STATUS: Non-Exempt
PAY GRADE: 75 LAST REVISED: 04/08/14
JOB SUMMARY:

Performs investigative law enforcement work for a department of assignment. Work involves investigating crimes and
complaints, securing evidence, and apprehending and preparing prosecution of criminal offenders. The detective is
responsible for investigating various misdemeanor and felony offenses such as robbery, assault, larceny, homicide,
arson, fraud, forgery, rape, and crimes against children. Employee is subject to the usual hazards of investigative and
general law enforcement work.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family and is considered an advanced level position. Duties
require substantial degree of initiative and independent judgment necessary to take control of dynamic situations.
This classification requires a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

. Conducts all aspects of criminal investigations within Travis County.

. Performs a variety of investigative work; collecting evidence, conducting interviews and following up on leads

° Handles and preserves chain of custody of evidence.

° Gathers and reviews medical records and pathology reports, if applicable.

° Interviews victims, suspects, witnesses and complainants; obtains criminal histories.

° Examines scene of crime to determine exact nature of law violations.

. Searches for clues and makes preliminary interrogations of suspects; gathers and labels evidence.

° Prepares crime scene photos and diagrams; conducts photo line-ups; submits handwriting samples for analysis.

° Assist with case preparation and completion and process evidence and maintains investigative files.

. Transports evidence to crime lab; and may travel out of the County or out of state in the conduct of an
investigation.

o Assists in specialized investigations/cases as directed.

. May familiarize operator with, and attend polygraph examinations.

° Designs applications of computer software and/or organizes and charts a criminal link analysis on computer.

. Investigates state government officials or employees for suspected felony violations; operates video equipment.

. Investigates and prepares cases involving juveniles under jurisdiction of the Travis County Juvenile Court.

o Reviews misdemeanor cases, ensuring all elements are met and information is made available to the
prosecutors; provides input to prosecuting attorneys as requested.

. Reviews felony intoxication cases; recommends actions to be taken; maintains files as necessary.

. Serves court processes.

° Attends court and presents evidence and testimony as necessary.

. Testifies in state and federal court, and before the grand jury and magistrates.

o Provides security during special trials; provides for victim/witness protection.

° Prepares witnesses, law enforcement and civilian, for testimony; ensuring that all are aware of proper testimony
procedures.

® Files charges with the County and District Attorney Offices.

° Assembles and organizes statements and evidence for presentation in court and before grand jury.

° Prepares sworn affidavits for the issuance and execution of search/arrest warrants.

° May receive arraignments, present fugitives to court, arrange attorney appointments and handie renditions.

° Receives and prepares affidavits, statements, and confessions; prepares and executes subpoenas, and
warrants.

. Obtains and serves search and arrest warrants, and performs searches; assists in making arrests.

° Performs surveillance in an undercover capacity to investigate felony offenses.

° Develops and maintains records on confidential informants.

° Maintains communications with informers and surveillance over suspected law violators, and participates in the

surveillance of suspected law violators.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Detective

JOB CODE: 20000525 FLSA STATUS: Non-Exempt
PAY GRADE: 75 LAST REVISED: 04/08/14

DUTIES AND RESPONSIBILITIES: (Cont.)

May locate fugitives using background investigations, office equipment computations, developing informants,
and conducting surveillance and search and seizures.

. Assists in training new personnel on investigative techniques.

. Provides assistance to qualified recipients of various crime programs.

. Maintains assigned County vehicle and firearms qualification as required.
° Performs other duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:

Must be a US citizen

Must be 21 years of age

High school diploma or GED

Must be serving in the rank of Senior Law Enforcement Deputy for two continuous years.

Must make a minimum score of 70 on written and complete an oral interview for placement on the eligibility list
for Detective, LE

Must qualify with weapon annually in accordance with Departmental Standards
Must participate in the job specific training course annually in accordance with departmental standards

Licenses, Registrations, Certifications, or Special Requirements:

Basic Peace Officer Certification from TCOLE.

Possess a valid Texas Drivers' License or must be able to obtain a State of Texas drivers license within 90
days.

Knowledge, Skills, and Abilities:

Knowledge of:

Code of Criminal Procedure, Penal Code, transportation code and other state Statutes and County ordinances.
Applicable county policies including but not limited to Travis County Civil Service Rules, The Travis County
Employee handbook, TCSO policies and procedures.

Department organization and function.

Basic Microsoft office.

Skill in:

Must have good interpersonal and public relations skills (Experience or training in public speaking is desirable)
good judgment, decision making and critical thinking skills are required.

Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code
of Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and
procedures required to perform essential job duties assigned.

Must have requisite skills to prepare official documents required to perform assigned functions, including but not
limited to interoffice memorandums, letters to other agencies, affidavits, investigative reports and case filing
documents.(Creating clear, concise and grammatically correct documents).

Must be proficient in the use of defensive tactics requiring physical force and if certified, the use of intermediate
impact weapons and firearms.

Must maintain a professional demeanor, to include good interpersonal and public relations skills.

Must be proficient in the use of defensive tactics requiring physical force including the use of intermediate impact
weapons and firearms.

Must be proficient in the following: computer operations, vehicle operations, radio communications, scene
management and resolution; gaining and maintaining control of persons and investigation and evidence control.
Must be proficient in map reading skills with situational awareness of assigned district.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Detective

JOB CODE: 20000525 FLSA STATUS: Non-Exempt
PAY GRADE: 75 LAST REVISED: 04/08/14

Knowledge, Skills, and Abilities: (Cont.)

Ability to:

° Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.
Listen effectively by using good listening techniques.
Communicate necessary information to others in a calm, clear, dispassionate and purposeful speaking voice in
all circumstances.
Create accurate, clear, concise, comprehensive, relevant and grammatically correct documents.
Work with employees and citizens from diverse population groups in order to comply with the department
mission and best serve the public interest.
Focus personal and team efforts toward continuous performance improvement.
Ability to actively seek opportunities to increase and improve knowledge skill and abilities needed to improve
personal performance.

. Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.
Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.
Use appropriate physical force, including deadly force, when necessary to prevent the imminent threat of death
or serious bodily injury to others or self.
Respond to unexpected situations in a reasonable manner.
Maintain physical endurance and agility.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and
hearing, hand and eye coordination, fine dexterity and manual dexterity necessary to operate a computer and office
equipment. Subject to standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending,
stooping, kneeling, crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the
essential functions. Subject to stressful environments, Exposure to excessive heat and cold (outdoor conditions) and
client and customer contact for extended periods of time. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Job may involve danger due to contact with criminals and
suspects as well as high speed driving.

Must be able to partially lift and drag an average weight person of 150Ibs, a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work
any shift and extended hours related to emergency situations; work hours are subject to change with little or no notice.
Must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to
20/20 or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes)
and 20/40 (each eye). For applicants who have completed refractive surgery to correct vision, the operating physician
must complete a Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz,
1000 Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist
evaluation is required in order for the candidate to be considered for hire.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Detective
JOB CODE: 20000525

FLSA STATUS: Non-Exempt
PAY GRADE: 75

LAST REVISED: 04/08/14

SPECIAL ADA PHYSICAL STATEMENT: (Cont.)

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able

to control the disorder by medication, be seizure free for one year and sign the Notification, understanding and
commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties

and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Sergeant

JOB CODE: 20000526 FLSA STATUS: Non-Exempt
PAY GRADE: 76 LAST REVISED: 04/08/14
JOB SUMMARY:

The Law Enforcement Sergeant performs law enforcement duties to protect lives, property and rights of the citizens of
Travis County by patrolling assigned districts to enforce local, state and federal laws and ordinances. The Sergeant
directly supervises Law Enforcement deputies assigned and engaged in all functions related to law enforcement within
the County. Provides input to decisions concerning law enforcement matters; educates trains and assists Deputy
Sheriffs. Exercises alertness and independent judgment in dealing with unusual situations.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family and is considered an entry level management position in
the Law Enforcement Bureau. Duties require substantial degree of initiative and independent judgment necessary to
take control of dynamic situations. This classification requires a flexible work schedule in order to meet the needs of the
department.

DUTIES AND RESPONSIBILITIES:

* Receives and conducts shift briefings; ensures assigned personnel provide for public safety by maintaining order,

responding to emergencies, protecting people and property, enforcing motor vehicle and criminal laws, patrolling

lake areas by boat or on horseback to promote and foster good community relations with the public.

Supervises designated personnel with administrative duties.

Schedules assigned subordinate personnel; ensuring adequate coverage according to law enforcement

standards, the needs of the department and compliance with FLSA standards.

Documents all critical incidents and submits within required time frame.

Prepares statistical reports; Verifies reports are accurate and legible.

Maintains professional, cooperative relations with other sections, supervisors, staff members and public.

Attends meetings as scheduled.

Supervises operational activities of assigned subordinate personnel.

Maintains safety and security of section.

Schedules mandated and elective training for officers (formal and informal).

Maintains time sheets and attendance records for all shift personnel.

Maintains an EDF on each employee on the shift, and updates information as necessary.

Evaluates duty performance of assigned subordinate personnel through the performance appraisal system.

Ensures compliance with policies, procedures, rules and directives. Ensures staff is performing assigned tasks.

Commends/counsels/disciplines officers as appropriate.

Serves on hiring and promotional boards as requested.

Responsible for the upkeep and inventory of all assigned equipment, radios and vehicles.

Patrols county as a field supervisor; maintains situational awareness of area for crime prevention.

Responds day or night to emergency calls and routine complaints.

Records offenses and accidents and facts to prepare reports that document incidents and activities.

Identifies, pursues and arrests suspects and perpetrators of criminal acts.

Interviews complainants, witnesses and defendants; prepares appropriate charges to book arrested suspects.

Reviews and investigates accidents and incidents to determine if criminal act or statute violations were involved.

Monitors, notes, reports and investigates suspicious persons and situations, safety hazards and unusual or illegal

activity in patrol area.

Serves warrants, makes arrests and starts booking procedures on arrested individuals.

Collects and submits evidence; may be required to photograph major fatality accidents.

Locates fugitives, develops informants, and conducts surveillance and search and seizures.

Manages major incidents by establishing an onsite supervisory presence from which to coordinate and direct

responding emergency personnel; supervises preliminary investigations.

e Establishes and assumes control and responsibility at crime scene by directing/assigning duties to patrol and
crime scene officers.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Sergeant

JOB CODE: 20000526 FLSA STATUS: Non-Exempt
PAY GRADE: 76 LAST REVISED: 04/08/14

DUTIES AND RESPONSIBILITIES: (Cont.)

e Responds to and documents critical incidents/major crimes/major incidents such as fatalities, felonies, medical
emergencies etc.; notifies chain of command.

e  Uses reasonable force when necessary.

e  Maintains physical fitness in order to perform essential duties of the position.

e  Attends and completes all training required by statute or TCOLE to maintain required certifications and licenses.
e  Performs other duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
° Must be a US Citizen

Must be 21 years of age

High school Diploma or GED; two years of college or an Associate’s degree is preferred

Must possess two years of detective experience

Must make a minimum score of 70 on the written exam and complete an oral interview for placement on the
eligibility list for Sergeant

Must qualify with a weapon annually in accordance with Departmental Standards

Must participate in job specific training course annually in accordance with departmental standards

Licenses, Registrations, Certifications, or Special Requirements:
e  Basic Peace Officer Certification from TCOLE.

® Possess a valid Drivers’ License. Must be able to obtain a State of Texas driver's license within 90 days.

Knowledge, Skills, and Abilities:

Knowledge of:

¢  Code of Criminal Procedure, Penal Code, transportation code and other state Statutes and County ordinances.

e  Applicable county policies including but not limited to Travis County Civil Service Rules, The Travis County
Employee handbook, TCSO policies and procedures.
Department organization and function.
Basic Microsoft office.

Skill in:

e  Must have good interpersonal and public relations skills (experience or training in public speaking is desirable)
good judgment, decision making and critical thinking skills are required.

e Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code of
Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and procedures
required to perform essential job duties assigned.

e  Must have requisite skills to prepare official documents required to perform assigned functions, including but not
limited to interoffice memorandums, letters to other agencies, affidavits, investigative reports and case filing
documents (creating clear, concise and grammatically correct documents).

e  Must be proficient in the use of defensive tactics requiring physical force and if certified, the use of intermediate
impact weapons and firearms.

Must maintain a professional demeanor, to include good interpersonal and public relations skills,
Must be proficient in the use of defensive tactics requiring physical force including the use of intermediate impact
weapons and firearms.

. Must be proficient in the following: computer and vehicle operations, radio communications, scene management
and resolution, gaining and maintaining control of persons and investigation and evidence control.

° Must be proficient in map reading skills with situational awareness of assigned district.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Sergeant

JOB CODE: 20000526 FLSA STATUS: Non-Exempt
PAY GRADE: 76 LAST REVISED: 04/08/14

Knowledge, Skills, and Abilities: (Cont.)

Ability to:

e Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.
Listen effectively by using good listening techniques.
Communicate necessary information to others in a calm, clear, dispassionate and purposeful speaking voice in all
circumstances.
Create accurate, clear, concise, comprehensive, relevant and grammatically correct documents.
Work with employees and citizens from diverse population groups in order to comply with the department mission
and best serve the public interest.
Focus personal and team efforts toward continuous performance improvement.
Actively seek opportunities to increase and improve knowledge skill and abilities needed to improve personal
performance.

e Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.
Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.
Use appropriate physical force, including deadly force, when necessary to prevent the imminent threat of death or
serious bodily injury to others or self.
Respond to unexpected situations in a reasonable manner.
Maintain physical endurance and agility.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and
hearing, hand and eye coordination, fine dexterity and manual dexterity necessary to operate a computer and office
equipment. Subject to standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending,
stooping, kneeling, crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the
essential functions. Subject to stressful environments, exposure to excessive heat and cold (outdoor conditions) and
client and customer contact for extended periods of time. Subject to communicable diseases, radiation, hazardous

waste, human fecal matter and foul odors. Job may involve danger due to contact with criminals and suspects as well
as high speed driving.

Must be able to partially lift and drag an average weight person of 150Ibs, a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to
20/20 or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes)
and 20/40 (each eye). For applicants who have completed refractive surgery to correct vision, the operating physician
must complete a Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz,
1000 Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist
evaluation is required in order for the candidate to be considered for hire.

Page 3 of 4 33



TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Sergeant
JOB CODE: 20000526

FLSA STATUS: Non-Exempt
PAY GRADE: 76

LAST REVISED: 04/08/14

SPECIAL ADA PHYSICAL STATEMENT: (Cont.)

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able

to control the disorder by medication, be seizure free for one year and sign the Notification, understanding and
commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties

and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION
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JOBTITLE:  Law Enforcement Lieutenant

JOB CODE: 20000527 FLSA STATUS: Exempt
PAY GRADE: 77 LAST REVISED: 04/08/14
JOB SUMMARY:

The Law Enforcement Lieutenant manages and leads operational segments engaged in all functions related to law
enforcement duties to protect lives, property and rights of the citizens of Travis County. Law Enforcement Bureau
management duties include but are not limited to supervision of personnel assigned to SWAT, VICE, DWI, Lake Patrol,
Motors, HEAT, SRO, Community Outreach, Crisis Intervention, Estray etc. Provides input to decisions concerning law
enforcement matters; educates, trains and assists Deputy Sheriffs and Sergeants. Exercises alertness and
independent judgment in dealing with unusual situations.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the POPS TCSO job family and is considered a mid- level management position in the
Law Enforcement Bureau. Duties require substantial degree of initiative and independent judgment necessary to take
control of dynamic situations. This classification requires a flexible work schedule in order to meet the needs of the
department.

DUTIES AND RESPONSIBILITIES:

e  Manages and monitors unit briefings to ensure personnel receive relevant information needed to properly perform
assigned duties and meet unit and departmental objectives.

* Manages and monitors assigned personnel who provide for public safety by maintaining order, responding to
emergencies, protecting people and property, enforcing motor vehicle and criminal laws, patrolling lake areas by
boat or on horseback to promote and foster good community relations with the public.

¢ Manages designated personnel with administrative duties; assists superiors with administrative requirements as
needed.

e Coordinates and supervises the scheduling of assigned subordinate personnel; ensuring adequate coverage

according to law enforcement standards, the needs of the department and compliance with FLSA standards.

Manages the submission of documentation for all critical incidents within required time frame.

Prepares statistical reports; verifies reports are accurate and legible.

Maintains professional, cooperative relations with other sections, supervisors, staff members and public.

Attends meetings as scheduled.

Manages operational activities of assigned subordinate personnel within the unit.

Maintains safety, security and welfare of personnel in the section.

Manages and ensures compliance of mandated and elective training for officers (formal and informal).

Monitors and reviews time sheets and attendance records for all supervisors.

Maintains an EDF on each employee on the shift, and updates information as necessary.

Evaluates duty performance of assigned subordinate personnel through the performance appraisal system.

Manages and monitors staff to ensure compliance with policies, procedures, rules and directives.

Ensures all assigned supervisory staff is performing assigned tasks.

Commends/counsels/disciplines officers as appropriate.

Serves on hiring and promotional boards as requested.

Manages the maintenance and inventory of all assigned equipment, radios and vehicles.

Patrols County as a field supervisor; maintains situational awareness of area for crime prevention.

Manages and monitors response day or night to emergency calls and routine complaints.

Reviews facts of offenses and accidents to ensure proper documentation on incidents and activities.

Monitors procedures to identify, pursue and arrest suspects and perpetrators of criminal acts.

Monitors interviews of complainants, witnesses and defendants; ensures suspects are appropriately charged and

booked.

Reviews investigations of accidents and incidents to determine if criminal act or statute violations were involved.

Monitors and manages investigations of suspicious persons and situations, safety hazards and unusual or illegal

activity in patrol area.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Lieutenant

JOB CODE: 20000527 FLSA STATUS: Exempt
PAY GRADE: 77 LAST REVISED: 04/08/14

DUTIES AND RESPONSIBILITIES: (Cont.)

e Ensures assigned personnel serve warrants, make arrests and begins booking procedures on arrested
individuals.

*  Manages collection and submission of evidence; determines if personnel are required to photograph major fatality
accidents.
Manages and directs surveillance and search and seizures involving fugitives and informants.
Manages major incidents by directing the establishment and onsite supervisory presence from which to
coordinate and direct responding emergency personnel; supervises preliminary investigations.

o Establishes and assumes control and responsibility at crime scene by directing/assigning duties to patrol and
crime scene officers.

e Manages the response to and documentation of critical incidents/major crimes/major incidents such as fatalities,

felonies, medical emergencies etc.; notifies chain of command.

Uses reasonable force when necessary.

Maintains physical fitness in order to perform essential duties of the position.

Attends and completes all training required by statute or TCOLE to maintain required certifications and licenses.

Performs other duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
e Must be a US Citizen

Must be 21 years of age
High school Diploma or GED; two years of college or Associates degree is preferred
Must possess two years of continuous experience as a LE Sergeant

Must make a minimum score of 70 on the written exam and complete an oral interview for placement on the
eligibility list for Lieutenant

Must qualify with a weapon annually in accordance with Departmental Standards
Must participate in the job specific training course annually in accordance with departmental standards

Licenses, Registrations, Certifications, or Special Requirements:
° Basic Peace Officer Certification from TCOLE.

e Possess a valid Drivers’ License. Must be able to obtain a State of Texas driver’s license within 90 days.

Knowledge, Skills, and Abilities:

Knowledge of:
e Law enforcement administration.

e The Code of Criminal Procedure, Penal Code, transportation code and other state Statutes and County
ordinances.

* Applicable county policies including but not limited to Travis County Civil Service Rules, The Travis County
Employee handbook, TCSO policies and procedures.
Department organization and function.
Microsoft office.

Skill in:

¢  Must have good interpersonal and public relations skills (Experience or training in public speaking is desirable)
good judgment, decision making and critical thinking skills are required.

e  Must be able to understand, interpret and properly apply court order, relevant State statutes including the Code of
Criminal Procedure, Penal Code, State Jail Standards and all other statutes, ordinances, policies and procedures
required to perform essential job duties assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Lieutenant

JOB CODE: 20000527 FLSA STATUS: Exempt
PAY GRADE: 77 LAST REVISED: 04/08/14

Knowledge, Skills, and Abilities: (Cont.)

Skill in: (Cont.)

* Must have requisite skills to prepare official documents required to perform assigned functions, including but not
limited to interoffice memorandums, letters to other agencies, affidavits, investigative reports and case filing
documents.( Creating clear, concise and grammatically correct documents).

e Must be proficient in the use of defensive tactics requiring physical force and if certified, the use of intermediate
impact weapons and firearms.

Must maintain a professional demeanor, to include good interpersonal and public relations skills.

* Must be proficient in the use of defensive tactics requiring physical force including the use of intermediate impact
weapons and firearms.

e Must be proficient in the following: computer operations, vehicle operations, radio communications, scene
management and resolution; gaining and maintaining control of persons and investigation and evidence control.

e Must be proficient in map reading skills with situational awareness of assigned district.

Ability to:

e Control emotions and focus on the professional duties and obligations in all circumstances regardless of
provocations or stresses encountered.
Listen effectively by using good listening techniques.
Communicate necessary information to others in a calm, clear, dispassionate and purposeful speaking voice in all
circumstances.
Create accurate, clear, concise, comprehensive, relevant and grammatically correct documents.
Work with employees and citizens from diverse population groups in order to comply with the department mission
and best serve the public interest.
Focus personal and team efforts toward continuous performance improvement.
Actively seek opportunities to increase and improve knowledge skill and abilities needed to improve personal
performance.

e Use interpersonal skills to foster positive working relationships with team members (peers, supervisors, and
subordinates) required to provide superior services in the public interest.
Take appropriate action to accomplish assigned duties and accept responsibility for outcomes.
Use appropriate physical force, including deadly force, when necessary to prevent the imminent threat of death or
serious bodily injury to others or self.
Respond to unexpected situations in a reasonable manner.
Maintain physical endurance and agility.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and
hearing, hand and eye coordination, fine dexterity and manual dexterity necessary to operate a computer and office
equipment. Subject to standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs,
bending, stooping, kneeling, crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to
perform the essential functions. Subject to stressful environments, Exposure to excessive heat and cold (outdoor
conditions) and client and customer contact for extended periods of time. Subject to communicable diseases,
radiation, hazardous wastes, human fecal matter and foul odors. Job may involve danger due to contact with
criminals and suspects as well as high speed driving.

Must be able to partially lift and drag an average weight person of 150lbs, a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Lieutenant

JOB CODE: 20000527 FLSA STATUS: Exempt
PAY GRADE: 77 LAST REVISED: 04/08/14

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to
20/20 or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes)

and 20/40 (each eye). For applicants who have completed refractive surgery to correct vision, the operating physician
must complete a Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz,
1000 Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist
evaluation is required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able

to control the disorder by medication, be seizure free for one year and sign the Notification, understanding and
commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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JOB TITLE: Law Enforcement Captain

TRAVIS COUNTY JOB DESCRIPTION

JOB CODE: 20000216 FLSA STATUS: Exempt
PAY GRADE: 28 LAST REVISED: 04/08/14

JOB SUMMARY:

The Law Enforcement Captain provides supervision of operational divisions including lower level supervisors and their
assigned staff. Reviews scheduled work assignments, hours and work locations; ensures personnel are trained and or
evaluated; and or handles exceptions or complex problems, develops and documents programs and curriculum, monitors
department resources and ensures compliance with policies and laws. May be called upon to perform any task or duty that
may be required by a certified peace officer in protecting the lives, property and rights of the citizens of Travis County.

DISTINGUISHING CHARACTERISTICS:

This is a job classification within the Public Safety/Emergency Management job family. This classification represents
senior management within the department. This classification may require work in secure facilities. This classification
may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

Prepares, reviews, critiques reports and other relevant written material; submits required reports to the Law
Enforcement Major, Chief Deputy and the Sheriff.

Develops, writes, reviews and implements policies and procedures.

Develops, implements and evaluates plans and budgets within established guidelines; assists with the
development of the annual budget. Reviews balances and approves purchases and transfers.

Manages and supervises staff, including training of new employees and in-service staff development. Attends
training mandates by law.

* Develops and issues task and condition statements, performance standards, and evaluates employee performance.
* Reviews and monitors work schedules.
* Monitors and manages law enforcement operations IAW TCSO applicable standards.
* Approves or denies access to officials; answers media requests.
¢ Conducts and attends meetings.
* Maintains and enforces all TCSO policies and procedures, rules and regulations.
» Manages the process of employee, general public and professional community complaints. Investigates
complaints made against subordinates and takes appropriate actions to resolve them per departmental policy.
o Coordinates work efforts between divisions and other agencies; communicates and networks with other division
directors, program managers, department heads, and Elected and Appointed Officials in other County departments.
* Represents County by attending meetings, community meetings, seminars, conferences and professional
associations. Participates in meetings, private organizations and serves on related committees.
* Maintains physical fitness in order to perform the essential duties of the position.
¢ Performs other job related duties as assigned.
MINIMUM REQUIREMENTS:
Educati | E . :
e Must be a US Citizen
e Must be 21 years of age
¢ High school diploma or GED
e Must qualify annually with weapon in accordance with TCSO standards
e Must participate in the job specific training course annually in accordance with TCSO standards

39
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TRAVIS COUNTY JOB DESCRIPTION

JOBTITLE: Law Enfo?emeﬁ—Captain

JOB CODE: 20000216 FLSA STATUS: Exempt
PAY GRADE: 28 LAST REVISED: 04/08/14

MINIMUM REQUIREMENTS: (Cont.)
Education and Experience: (Cont.)

(PREFERRED EDUCATIONAL REQUIREMENTS)

e Bachelor's degree in Criminal Justice or a directly related field AND four (4) years of directly related,
increasingly responsible managerial experience in law enforcement/correctional capacity, including two (2) years
of mid- to senior level supervisory or management experience; or

¢ Any combination of education and experience that has been achieved and is equivalent to the stated education,
experience and required knowledge, skills and abilities sufficient to successfully perform the duties and
responsibilities of this job.

Licenses, Registrations, Certifications, or Special Requirements:

¢ Texas Jailer's License and Peace Officer License in good standing with TCOLE.

* Possess a valid Texas Driver's License.

Knowledge. Skills. and Abilities:

Knowledge of:

* Laws, regulations and procedures governing custody of persons.

+ Standard management theory, principles, practices and techniques.

¢ Penal Code, and the Code of Criminal Procedure, Rules of Evidence, Family Code, Civil statutes, Regulatory
Agency Codes, Texas Jail Standards.

Federal, State, Local and County applicable laws, rules, regulations and guidelines.

State and Federal regulatory or administrative requirements and practices.

Budgetary and fiscal process.

Leadership and supervisory principles, practices and techniques.

Microsoft Office programs.

Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Business letter writing, grammar and punctuation, and report preparation.

Skill in:

Supervisory/management issues, including planning and managing teams.

Responding to and managing emergencies.

Planning and coordinating work activities.

Researching, analyzing, compiling, preparing and presenting technical data/information and reports.
Problem-solving and decision-making.

Public speaking and content delivery.

Conflict resolution and community relations.

Both verbal and written communication.

Ability to:

Plan, organize and effectively direct projects.

Supervise work of professional and support staff members.

Work on a wide variety of tasks simultaneously and produce timely and tangible results.

Utilize online resources.

Prioritize needs, develop and implement plans of action.

Work as a team member within a diverse organization.

Read and understand basic legal documents.

Establish and maintain effective working relationships with County employees and officials, representatives of

outside agencies, and the general public.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Law Enforcement Captain

JOB CODE: 20000216 FLSA STATUS: Exempt
PAY GRADE: 28 LAST REVISED: 04/08/14

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 20-50 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, jogging, running, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling,
crouching, crawling, pushing, pulling, balancing, client/customer contact, squatting to perform the essential functions.
Subject to stressful environments and customer contact for extended periods of time. Subject to communicable
diseases, radiation, hazardous wastes, human fecal matter and foul odors. Job may involve danger due to contact with
criminals and suspects as well as high speed driving.

Must be able to partially lift and drag an average weight person of 150 Ibs., a distance of 75 feet for the evacuation of
individuals unable to assist themselves during emergencies; must be able to physically restrain hostile and combative
subjects; must be able to participate in defensive tactics training and annual refresher training. Must be able to work any
shift and must be able to communicate in clear English during emergencies.

SPECIAL ADA PHYSICAL STATEMENT:

Vision: Must have sufficient vision without glasses to defend self and others, and perform mandatory life safety functions.
Dual vision is required. All officers are required to take and pass vision tests each year. Vision must be correctable to 20/20
or better with uncorrected vision of 20/200 or better. Corrected visual acuity should be at least 20/20 (both eyes) and 20/40

(each eye). For applicants who have completed refractive surgery to correct vision, the operating physician must complete a
Corrected Vision Surgical Form.

Hearing: Must have normal hearing in both ears. Hearing sensitivity thresholds are within 25 dB measured at 500 Hz, 1000
Hz, 2000Hz and 3000Hz averaged together. If a person does not have normal hearing a medical specialist evaluation is
required in order for the candidate to be considered for hire.

Seizure Disorder: Uncontrolled seizures of any kind are disqualifying. Applicants with a history of a seizure must be able to
control the disorder by medication, be seizure free for one year and sign the Notification, understanding and commitment.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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