
WOOD COUNTY ADULT PROBATION DEPARTMENT 
An Equal Opportunity Employer 

 

                                                                        POSITION DESCRIPTION                                                        
=====================================================================================       

===================================================================================== 
: 

Class Title:  Probation Officer    Dept./Division: Adult Probation 
Position Title: Pre-Arraignment Officer 
Civil Service Status: Classified     Employment Status: Full-time 
Reports To:  Community Corrections Supervisor  FLSA Status:  Nonexempt 
==================================================================================== 

 
QUALIFICATIONS: 
Any combination of training and work experience which indicates possession of the knowledge, skills and abilities listed 
below.  An example of an acceptable qualification for this position: 

Completion of a Bachelor’s Degree from an accredited educational institution in criminal 
justice/criminology, social work, law enforcement, behavioral and social services or related 
field; with six (6) months experience in probation preferred; experience in criminal justice, 
corrections, law enforcement, social service or related field or equivalent combination of 
education, training, and/or experience. ORAS certification and the ability to read a 
NORIS/LEADS printout preferred. 
 
LICENSURE OR CERTIFICATION REQUIREMENTS: 
Must have a valid State of Ohio driver’s license and maintain insurability in accordance with 
county policy.   
 
EQUIPMENT OPERATED: The following are examples only and are not intended to be inclusive: 

Standard office equipment (e.g., computer, telephone, copier, fax machine, etc.); motor 
vehicle operation. 
 
INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING 
CONDITIONS: 
The employee may be exposed to, must negotiate, use, or work in vicinity of : upset or 
emotionally distraught individuals; individual charged with or convicted of crimes; 
individuals with substance abuse and/or mental health problems; hazardous driving 
conditions (e.g., snow, sleet, ice, etc.); chemicals commonly found in an office environment 
(e.g., toner, corrections fluid, etc.); frequently lifts objects ten (10) pounds or less; frequently 
carries objects ten (10) pounds or less; occasionally pushes objects twenty (20) pounds or 
less; occasionally pulls objects twenty (20) pounds or less. 
 
Note: In accordance with the U.S. Department of Labor physical demands strength ratings, 
this is considered light work. 
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Position Title: Pre-Arraignment Officer     

 
JOB DESCRIPTION AND WORKER CHARACTERISTICS: 

JOB DUTIES in order of importance 
 
ESSENTIAL FUNCTIONS OF THE POSITION:  (For the purposes of 42 USC 12101.  Also, the duties of 
this position include but are not limited to the following and other duties may be added at a later time.) 
 

1. Completes pre-arraignment reports in an accurate and timely manner; completes 
LEADS/NORIS background checks; meets with and interviews potential defendants; 
enters cases into case management system; attends required court hearings. 

 
2. Assists with urinalysis screenings and intakes; facilitates Cognitive Behavioral Groups 

as needed. 
 

3. Prepares expungement reports/investigation; prepares intake reports as needed. 
 
4. Performs Probation Officer job description (ie: PSI writing and caseload management 

as directed). 
 

5. Demonstrates regular and predictable attendance. 
 

6. Meets all job safety requirements and all applicable OSHA standards that pertain to 
essential functions. 

 
7. Back-up to Electronic Monitoring Officer. 

 
OTHER DUTIES AND RESPONSITBLITIES: 
 

1. Performs any and all other related duties as assigned or directed in order to promote, 
further and ensure the effective and efficient operation of Wood County Adult 
Probation Department. 
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Position Title: Pre-Arraignment Officer     

 
MINIMUM ACCEPTABLE CHARACTERISTICS:  (*Indicates developed after employment) 
 

 Knowledge of:  probation work methods and philosophies: interviewing; available 
community resources and services*; public relations; departmental goals and objectives*; 
departmental policies and procedures*; criminology; security practices and procedures; 
investigative techniques; behavioral social sciences; counseling; social work; alcohol and 
drug abuse and treatment legal process*; drug testing procedures; federal, state, and local 
laws*; office practices and procedures; English grammar and spelling. 

 
 Skill in:  use of modern office equipment; use of urinalysis equipment; motor vehicle 

operation. 
 
 Ability to:  carry out instructions in written, oral, or picture form; define problems, collect 

data; establish facts, and draw valid conclusions; deal with many variables and determine 
specific actions; recognize unusual or threatening conditions and take appropriate actions; 
exercise independent judgment; understand, interpret, and apply laws, rules or regulations to 
specific situations; calculate fractions, decimals, and percentages; use proper research 
methods to gather data; communicate effectively; prepare and/or review meaningful, 
accurate, and concise forms, reports, and records concerning data, people or things, case 
histories, and correspondence; maintain records according to established procedures; handle 
routine and sensitive telephone and face-to-face contacts and inquires with public, law 
enforcement officials, judges, attorneys, community resource representatives, and 
government officials; develop and maintain effective working relationships; establish and 
maintain good rapport with clients and their families; speak before technical and non-
technical audiences; maintain confidentiality. 

 
 Position numbers and class title of positions directly supervised: 
 None. 
 
 
 
 
 

 
 
Wood County is an Equal Opportunity Employer in compliance with the Americans with Disabilities Act.  The County will 
provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 
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