FAYETTE COUNTY

DEPUTY SHERIFF
Position Des cription Non-Exempt

OVERALL OBJECTIVE OF JOB
To ossist Sheriffs office with servicing ond execution of legd documents for the
County ond to cssure security within the courthouse.

ESSENTIAL FUNCTIONS OF JOB
1. Assists Sheriff=s Office with preparation ond execution of a variety of legd
documents.

2. Conducts background investigations ond confirms vdidity of information.

3. Enters datainto computer ond prepares required lists ond reports.

4. Assists police depatments when requested.

5. Serves bench ond arest warants, writs, executions, summons, ond court
notices ond sulbbpoencs s required.

6. Prepares ond files reports s necessary.

7 Mantans security within the courthouse s cssigned.

8. Traves in patrol vehide ddly to perform essentid job duties.

OTHER DUTIES OF JOB
1. Attends traning, meetings, seminars s required.
2. Performs other job-related duties ¢s required.

SUPERVISION RECEIVED
Receives occosiond instruction andsupervision from Sheriff or Chief Deputy S heriff in
regard to daly work aduties.

SUPERVISION GIVEN
None

WORKING CONDITIONS

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

2. Works with average exposure to stress, but subject to frequent disruptions ond
noise.

3. Below normd indoor exposureto dust/drt; works outdoors or on road frequently
and is sulbject to outdoor elements ond environmentd conditions.

4, Subject to frequent fravel during dl secsons.

5. Works in conditions of poftentid outlbursts of disruptive behavior of dients or
consumers.,

6. Periodicdly works beyond normd work hours or on-cdl cs needed.

2/21/08



DEPUTY SHERIFF Page 2
Position Des cription

PHYSICAL/MENT AL CONDITIONS

1.

2.

5.

6.

Must possess chility to record, convey ond present information, explan
procedures ond follow instructions.

Must be dde to stond, wdk, drive frequently during the workday, with
occosiond sitting, twisting, bending, knedling, stooping, reaching s necessay
in order to cary out essentid job aduties.

Sedentay work, with occosiond lifting/carrying of olgjects with a moximum
weight of ten pounds.

Requires very coordinated dexterity of fingers/honds; ams/legs forso s
necsssay to cary out job duties.

Must e dde to physicdly ond mentdly react quickly in the event of a
disturbonce or physicd outlbredk.

Must have agility to be ddle to move frequently throughout the workdaoy.

QUALIFICATIONS

A.

EDUCAT ION/T RAINING

High school diploma or equivdent plus some addtiond low enforcement ond
computer traning required. Vdid Pennsylvonia driver=s license required. Must
be dde to successfully poss deputy traning and receive Deputy Sheriff's
certification. Act 120 traning. Must have completed or be enrolledin Act 120
dosses. Continued employment will e contingent upon obtaning Deputy
Sheriff’s certification.

WORK EXPERIENCE

None required, prior experience in law enforcement or legd environment
preferred.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

1.

2.
3.

6.

7.

Must e dde to speck ond understond the English longuoge in on
understondadle monner ond in order to carry out essentid jolb duties.

Must possess good commmunication ond interpersond skills.

Must possess daility to function independently, have flexibility ond the daility to
work effectively with generd public, prisoners, stoff ond ofhers.

Must possess ability to mantan confidentidity in regard to dient information
ond records.

Must possess some technicd knowledge of operating persond computers,
typewriters and other office equipment with accuracy ond recs ondole speed.
Must possess avdid Pennsylvaniadriver's license ond awillingness to fravel cs
needed, and to fransport prisoners s needed.

Must possess chility to overcome and safely contfrol aggressive individuds.
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KNOWLEDGE, SKILLS AND ABILITIES REQUIRED (Cont=d.)

8. Must possess generd knowledge of low enforcement principles, practices,
methods ond procedures ond daility to goply same to duties of job.

9. Must possess dhility to use fireaoms ond mcke copropriate arests when
necessary.

10.  Must qudify onnudly in fireams proficiency in accordonce with County firearm
palicy forocedures .
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| HAVE READ THE ABOVE POSITION DESCRIPTION AND FULLY UNDERST AND THE
REQUIREMENTS SET FORTH THEREIN. | HEREBY ACCEPT THE PCOSITION OF
DEPUTY SHERIFF AND AGREE TO ABIDE BY THE REQUIREMENTS AND DUTIES SET
FORTH. | WILL PERFORM ALL DUTIES AND RESPONSIBILITIES TOTHE BEST OF MY
ABILITY.

Signature of Employee Date

Signature of Supervisor Date

In complionce with the Americons With Disdailities Act, the Employer will provide recsoncole
occommodations to qudifiedindviduds with dsdailities and encourages both pros pective emnployess ond
incumbents to discuss potentid accommodations with the Employer.

2/21/08



