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 FAYET T E COUNT Y 
 
 

DEPUT Y SHERIFF 

Pos ition Description Non-Exempt  
 

 

OVERALL OBJECT IVE OF JOB 

T o ass is t S heriffs  office with servicing and execution of legal documents  for the 

County and to assure security within the courthouse. 

 

ES S ENT IAL FUNCT IONS  OF JOB 

1. Ass is ts  S heriff=s  Office with preparation and execution of a variety of legal 

documents .  

2. Conducts  background investigations and confirms validity of information.  

3. Enters  data into computer and prepares required lis ts  and reports .  

4. Ass is ts  police departments  when requested.  

5. S erves bench and arrest warrants , writs , executions, summons, and court 

notices and subpoenas as  required.  

6. Prepares and files  reports  as  necessary. 

7. Maintains  security within the courthouse as ass igned. 

8. T ravels  in patrol vehicle daily to perform essential job duties .  

  

OT HER DUT IES  OF JOB 

1. Attends training, meetings, seminars  as  required. 

2. Performs other job-related duties  as  required. 

 

S UPERVIS ION RECEIVED 

Receives occas ional instruction and supervis ion from S heriff or Chief Deputy S heriff in 

regard to daily work duties . 

 

S UPERVIS ION GIVEN 

None 

 

WORKING CONDIT IONS  

1. Works  indoors  in crowded work space with adequate lighting, ventilation and 

temperatures .  

2. Works  with average exposure to s tress , but subject to frequent dis ruptions  and 

noise. 

3. Below normal indoor exposure to dust/dirt; works outdoors or on road frequently 

and is  subject to outdoor elements  and environmental conditions . 

4. S ubject to frequent travel during all seasons. 

5. Works  in conditions  of potential outbursts  of dis ruptive behavior of clients  or 

consumers . 

6. Periodically works  beyond normal work hours  or on-call as  needed. 
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PHYS ICAL/MENT AL CONDIT IONS  

1. Must possess  ability to record, convey and present information, explain 

procedures and follow instructions . 

2. Must be able to s tand, walk, drive frequently during the workday, with 

occas ional s itting, twis ting, bending, kneeling, s tooping, reaching as necessary 

in order to carry out essential job duties . 

3. S edentary work, with occas ional lifting/carrying of objects  with a maximum 

weight of ten pounds. 

4. Requires  very coordinated dexterity of fingers/hands; arms/legs/torso as  

necessary to carry out job duties . 

5. Must be able to phys ically and mentally react quickly in the event of a 

dis turbance or phys ical outbreak. 

6. Must have agility to be able to move frequently throughout the workday. 

 

QUALIFICAT IONS  

A. EDUCAT ION/T RAINING 

High school diploma or equivalent plus  some additional law enforcement and 

computer training required.  Valid Pennsylvania driver=s  license required. Must 

be able to successfully pass  deputy training and receive Deputy S heriff' s  

certification.  Act 120 training.  Must have completed or be enrolled in Act 120 

classes .  Continued employment will be contingent upon obtaining Deputy 

S heriff’s  certification. 

B. WORK EXPERIENCE 

None required; prior experience in law enforcement or legal environment 

preferred. 

 

KNOWLEDGE, S KILLS  AND ABILIT IES  REQUIRED 

1. Must be able to speak and understand the English language in an 

understandable manner and in order to carry out essential job duties . 

2. Must possess  good communication and interpersonal skills . 

3. Must possess  ability to function independently, have flexibility and the ability to 

work effectively with general public, prisoners , s taff and others . 

4. Must possess  ability to maintain confidentiality in regard to client information 

and records. 

5. Must possess  some technical knowledge of operating personal computers , 

typewriters  and other office equipment with accuracy and reasonable speed. 

6. Must possess  a valid Pennsylvania driver' s  license and a willingness  to travel as 

needed, and to transport prisoners  as  needed. 

7. Must possess  ability to overcome and safely control aggress ive individuals . 



2/21/08 

 

DEPUT Y SHERIFF Page 3 
Pos ition Description           
 

 

KNOWLEDGE, S KILLS  AND ABILIT IES  REQUIRED (Cont=d.) 

8. Must possess  general knowledge of law enforcement principles , practices, 

methods and procedures and ability to apply same to duties  of job. 

9. Must possess  ability to use firearms and make appropriate arrests  when 

necessary. 

10. Must qualify annually in firearms proficiency in accordance with County firearm 

policy/procedures. 

 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  

 

I HAVE READ T HE ABOVE POS IT ION DES CRIPT ION AND FULLY UNDERS T AND T HE 

REQUIREMENT S  S ET  FORT H T HEREIN.  I HEREBY ACCEPT  T HE POS IT ION OF 

DEPUT Y S HERIFF  AND AGREE T O ABIDE BY T HE REQUIREMENT S  AND DUT IES  S ET  

FORT H.  I WILL PERFORM ALL DUT IES  AND RES PONS IBILIT IES  T O T HE BES T  OF MY 

ABILIT Y. 

 

________________________________  _____________ 

S ignature of Employee    Date 

 

_________________________________  _____________ 

S ignature of S upervisor    Date 

 

 
In compliance with the Americans With Disabilities  Act, the Employer will provide reasonable 

accommodations to qualified individuals with disabilities and encourages both prospective employees and 

incumbents to discuss potential accommodations with the Employer. 


