LOGAN COUNTY
POSITION DESCRIPTION


Class Title:	Chief Bailiff

Department:	Sheriff’s Department - 400

Supervisor:	Chief Deputy 

Supervises:	Bailiffs

Base Schedule:  LC-SB-1

Class Characteristics: Under general direction are responsible for courtroom security; performs related duties as required.  Supervises all personnel assigned to court security.  Ensures all scheduling needs are met and duties are assigned to other Bailiffs. 
 
General Duties and Responsibilities:

	Essential:

1.	Regularly attends Circuit and District Court, Grand Jury (coordinated with Commonwealth Attorney), and all sessions of each court; assumes responsibility for the safety of all persons in the courtroom. 
2.	Works with presiding judge of the court to ensure that all presiding judges have input into courtroom security.
3.	Maintains order in the courtroom and carries out the wishes of the presiding judge.
4.	Works with other bailiffs to ensure that all courtrooms have adequate coverage.
5.	Chief Bailiff will serve as liaison between judges, Chief Deputy and the Sheriff.
6.	Assists citizens and others required to be in court.
7.	May be responsible for transporting jurors to sites ordered by the judge.
8.	Perform transport duties as required.
9.	Provides first-aid when required.
10.	Attends mandatory continuing education programs.
11.	This classification requires the carrying of weapons and the possible use of deadly force.
12.	Notifies Chief Deputy of needs regarding personnel, uniforms, equipment etc. in relation to Bailiffs. 

	Non-Essential: None.

DESIRABLE QUALIFICATIONS

Training and Experience:	Graduation from high school or equivalent supplemented by two years related work experience. (See Certification Requirements for additional requirements.)
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Special Knowledge, Skills and Abilities:

	Knowledge:
1.	Knowledge of the rules and procedures involved in maintaining security for all persons in the courtroom as prescribed by the Administrative Office of the Court.
	2.	Knowledge of modern methods and practices of modern police operations.
3.	Knowledge of federal, state and local laws and ordinances regarding law enforcement.
4.	Knowledge of departmental operating policies and procedures.
	5.	Knowledge of firearms and other police equipment.

	Skills:
1.	Skill in both written and oral communication.
	2.	Skill in the operation of a computer and other general office equipment.
	3.	Skill in preparing and maintaining reports and records.
	4.	Skill in the use of firearms.

	Abilities:
1.	Ability to work well with the public.
	2.	Ability to tactfully deal with citizens in a variety of situations.
3.	Ability to establish and maintain effective working relationships with officers and employees of the County, other police departments/agencies, and the general public.
	4.	Ability to operate vehicle and equipment.

ADDITIONAL INFORMATION

Instructions:	Many aspects of the work are covered specifically, but also must use own judgment.  

Processes: Employee is required to occasionally consider different course of action or deviate from standard operating procedures to get the job done. 

Review of Work: Work is reviewed through oral and written reports.

Analytical Requirements: Assignments frequently involve decisions based on a wide knowledge of many factors where application of advanced or technical concepts are predominantly required.

Tools, Equipment and Vehicles Used: Must operate police vehicle and use police equipment, including hand cuffs, portable and handheld radio, weapons, vest, ASP, pepper spray, computer, etc.; must use normal office equipment, including telephone copier, computer keyboard, etc.
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Physical Requirements of the Job: Work is generally performed in a courtroom setting, requiring intermittent sitting, standing, and walking.  Must have physical strength to apprehend and/or control detainees during difficult situations.

Contacts: Frequent public and internal contacts requiring tact and diplomacy are requirements of the job.

Confidential Information: Regular use of confidential information.

Mental Effort:	 Moderate/heavy.

Interruptions:	 Frequent.

Special Licensing Requirements: Must possess and maintain a valid drivers' license as a condition of continued employment in the class.

Availability: N/A

Certification Requirements: Must have successfully completed required two-week court security training; must complete required annual training.

Additional Requirements: None.

Overtime Provision: Non-exempt.
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