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Position ID Number:

Position Title:

Reports to:

109-2300-010 109-2300-011 Last 03/05/2014
109-2300-012 109-2300-013 Revised:

Detention Sergeant Department: Detention Services

Jail Administrator Division: Marshal Services

 

Primary Function:

Job Duties and

Responsibilities:

Reports to andreceives assignments, instructions, and directions from Jail Administrator,
Captain, and the Chief of Police. Plan, prioritize, assign, supervise and review theactivities of
officers on an assignedshift; establish work schedules, monitoruse of overtime, leave, and other
benefits. Communicate pertinent information to the Detention Captain,officers, and shift
supervisors. Reads pass-on information from logs and other pertinent information received
during briefing prior to the beginningof shift. Observes and monitors inmates for compliance
with the rules and regulations of the facility in compliance with all state, federal, andtribal laws,
rules and regulations. Take appropriate action to deter and report any behaviorthatis in
violation of the policies and procedures. During the supervision of inmatesin their cell, work
assignment, meals, recreation or any other supervision of inmates the officer will maintain
control in a professional and consistent mannerin compliance all policies and rules as
established. Sergeants will ensure the detention officers book offenders, prepare logs, maintain
recordsofjail activities, and completes otherduties as assigned.

Supervise the intake of inmates into theJail facility by the Detention Officers: duties include but
are notlimited to obtaining, verifying and input information in a record keeping data base,
search of inmates for contraband, fingerprinting and photographing inmates, and advising the
inmate ofjail rules and policies, and preparing related documentation of these actions.

Monitor and operatefacility control room andall surveillance equipment, electronic doors, and
other equipment.

Observe and monitor inmates for compliance issues, adjustmentdifficulties, mental health or
other managementproblems.

Supervise inmates to ensure appropriate behavior during meals, recreation,in their cells, or
otherareas ofthe jail premises.

Enterinto cells for searches for contraband, tampering or destruction ofthe cell and inspect for
sanitation and safety issues.

Monitor and control jail visitation; to include verification of visitor, purpose ofvisit, and eligibility
to receivevisits.

Prepare inmatesfor transfer, transport, or release from thefacility. The Detention Sergeantis to
ensure a searchofall offendersprior to being released from the facility.

Review and respond to inmate requests.

 



Education

/Experience:

Job Knowledge:

Complexity of

Duties:

Contact with

Others:

Confidential Data:

Mental /Visual

/Physical Effort:

Environment:

Extent of

Supervision:

Scope of

Supervision:

Responsibility for

Review of the Detention Officer’s reports, work schedules,training, and activities for accuracy,
thoroughness, and quality.

Notify the supervisorof officer and inmate conflicts or issues.

A high school diploma or GED plus the North Carolina Detention Officer Certification and the
Bureauof Indian Affairs Detention Officer Certification are the minimum requirements for the

job. Up to one yearon thejob training is required to becomeproficient in most phasesof the
job. Specialized classroom andfield training of 40 hours per year are deemed necessary to
expand job knowledge andskills. Yearly physical fitness evaluations are madeto ensure officers
remain qualified to perform job duties.

Position will require the Detention Sergeant to becomeproficient and knowledgeable of the job
duties, policies and procedures, with the ability to train and monitor Detention Officers to ensure
jail activities are in compliance with local, state, and federal laws.

Must have the knowledge to supervise Detention Officers in a detention facility in a mid-level
managementposition with knowledge to assign, review, and manage workassignmentsfor the
shift. Have the ability to communicate pertinent information to the Detention Captain, the
Officers, and other shift Sergeants. Have the ability to develop knowledgeof the policies and

standard operating procedures as directed by Cherokee Tribal Jail.

Havetheability workin a jail environmentin a professional and pro-social manner when dealing
staff, inmates, and the general public.

Complete entry of all information in an accurate and timely manner.

Have daily contact with inmates,otherstaff, police officers, attorneys, and the general public.

Have access to inmate personal data to complete intake and to review other information as
neededfor the safety and security of inmates, staff, and the general public. The Detention
Sergeantwill have accessto officer personal data that is to be maintained in compliance with all
tribal, state, and federal laws.

The duties require the ability to read, and understand information. Detention Sergeants cannot
work with mental health issues that would endangerinmates, other staff, officers, or the general
public. The officer must have the physical ability to see, hear, stand, walk,sit, kneel, crouch,
reach,andlift.

Mustbeable to workin jail facility, working various shifts and schedules as needed, and
complete initial Detention officer and on-going training.

Complete supervisory responsibilities in accordance withthe facility Standard Operating
Procedures and applicable laws. Responsibilities include, but are not limited to officer interviews
and training, performance appraisals, rewarding and discipline of employees, addressing

complaints and the appropriate resolution of problems.

Directs and maintains supervision ofall officers, reporting directly to the Jail Administrator.

Responsible for the work they perform and the work performedbystaff under their supervision.



Accuracy:

Resourcefulness &

Initiative:

Responsibility for

Safety /Equipment:

Appropriate action is to be taken immediately to correct any work performanceissue.

Be able to follow defined policies and procedures. Be able to work without constant

supervision. Reflect appropriate judgment while performing the job in an accurate, efficient,

pro-active and professional manner.

Responsible for monitoring the useof all equipmentwithin the facility to ensure all safety
precautions and training for the operation of the equipmentare provided to the user. Be able to
define policies and proceduresfor the safe use of equipmentfor staff and inmate in compliance
withall state, federal, and tribal laws, rules and regulations.


