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POSITION DESCRIPTION




	JOB TITLE:   
	Attendant I
	DEPARTMENT:   
	Youth Assessment Center

	FLSA STATUS:   
	Non-Exempt
	REPORTS TO:   
	Youth Assessment Center Supervisor

	APPROVED DATE:   
	May 2016
	GRADE:  
	8

	SAFETY SENSITIVE:
	Yes
	REVISED DATE:
	March 2023




SUMMARY

	Reporting to the Supervisor the Attendant maintains the safe and secure custody, supervision, and programming for at-risk youth in the Youth Assessment Center under any of the Juvenile Detention, Attendant Care, or Shelter Care programs.  This is the underfill position for the Attendant II for the first year of employment as a full-time employee or the first 2080 hours for a part-time employee.  




DUTIES AND RESPONSIBILITIES
The following duties are typical for this classification.  Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth to address business needs and changing business practices.  


	ESSENTIAL FUNCTIONS

Implement and monitor the Center’s policies and procedures, oversee, and implement statutes and federal laws, regulations, and guidelines.


Conduct intake of new admissions to the youth assessment center, and conduct searches of individuals entering the facility as appropriate.  Orienting juvenile detainees to rules, programs, and procedures including PREA.  


Dispensing and documenting approved medications.  Administer non-prescription or over-the counter medications to residents.  Evaluate physical complaints of residents and determine and recommend treatment options and needs.  Collect urine specimens for analysis to determine disease and drug use.  Monitor attitude, mood changes, behavior, and emotional markers for suicidal tendencies and mental health issues.  


Interacting with and documenting juvenile behavior on an on-going basis.  Encouraging, documenting, and leading juveniles.  Assist residents with computer use and educational materials to promote education and learning.  


Escort juveniles to and from holding cells, court, medical appointments, and other facilities as assigned.  Escort non-residents and visitors entering and leaving the facility.  Communicate with court regarding court appointments and convey information and time of appearance to co-workers and juveniles. 


Writing detailed reports documenting various situations/incidents.  Maintain log of activities for attendants and juveniles such as phone logs, ledgers, and calling sheets.  Report unusual occurrences in thorough, timely, and precise manner for review and correction.


Responding to emergencies and acting as a member of a response team able to restrain out-of-control detainees.   


Conduct visual verification of resident activities by performing cell checks and observing through the facility camera system.  Deliver meals, medication, snacks, utensils, reading materials and other items to resident’s cells or units, and retrieve items when finished.  Inspect rooms and units for contraband items at regular and non-designated intervals.  


Determine appropriate unit assignment as per personality conflicts, nature of charges, and other circumstances.


Maintain log of activities for attendants and juveniles such as phone logs, ledgers, and calling sheets.



Receive and relay information from Adult Correctional Facility.


Assist residents with computer use and educational materials to promote education and learning.


Enter daily data into state computer system, meal log, and inmate files.


Operate Center vehicles in the transfer of meals to and from Adult Center to Youth Assessment Center daily for lunch and supper meals.


Answer phone and office to unit intercoms.


Observe Center Camera activity both inside and outside facility.


Maintain Center cleanliness in its day-to-day operations.


Attends work during regularly scheduled hours. 


Perform other duties as assigned or apparent.

MARGINAL FUNCTIONS

Supervise residents performing janitorial, cleaning, and maintenance of unites.  Clean empty units, showers, and common areas of facility.


Deliver laundry, uniforms, and linens to and from laundry facility.


Operate laundry when needed.  


Inventory supplies and notify Administrator of needed supplies.  




EDUCATION AND EXPERIENCE
Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

	Education:  High School diploma or GED   

[bookmark: _Hlk131162682]Experience:  One year of related experience with juveniles or qualifying experience.  Must be able to be certified as a Certified Correctional Officer.

Special Requirements:  Must be at least 20 years old, CPR and First Aid certification 




ACCOUNTABILITIES AND QUALIFICATIONS
The following generally describes the knowledge and ability to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  

	ACCOUNTABILITIES

· Perform job responsibilities in a manner consistent with the County’s vision, mission and values.

· Develop and maintain a thorough working knowledge of all department and County-wide policies, protocols and procedures that apply to the performance of this position.

· Develop respectful and cooperative working relationships with co-workers.

· Inform immediate supervisor of all important matters pertaining to assigned job responsibilities.

· Seek opportunities for further personal growth and development.
	
· Represent the County in a professional manner to all internal and external contacts when conducting County business.

· Comply with all rules and policies to maintain a safe work environment.

KNOWLEDGE OF    

· Criminal Justice System.

· Human behaviors, cultural diversity, gangs, special needs, and victim issues.   

· Federal/State Statutes and regulations.  

· Interview and investigating techniques 

· Essential office software:  Word, Excel, Case Management software and Outlook preferred. 

· Routine clerical support procedures, such as making copies.


ABILITY TO

· Operate computer and other office equipment, such as multi-line telephone, scanner, copier/fax and printers.

· Communicate clearly and concisely, both orally and in writing.  

· Respond to requests from the general public.

· Establish and maintain effective working relationships with government officials, co-workers and general public.

· Handle varying and often busy, stressful times.

· Work independently with little direction and have self-motivation.  

· Conduct credible assessments.



DISQUALIFYING FACTORS

The following factors will be disqualifying

· A false statement or any omission of information, on the employment application, consent form, or verbally is disqualifying and grounds for termination.

· A felony conviction. 

· Applicants on criminal probation at time of intended hire. 

· Any Conviction of Child Abuse and Neglect 

· Any involvement in the sales or use of illegal drugs.

· Lack of a valid driver’s license at time of intended hire.





The following factors may be disqualifying

· Prior drug usage will be evaluated for what was used, the extent of the use, and how recent the usage has been (including marijuana).

· A misdemeanor conviction.

· A conviction for theft.

· Unlawful carrying of a concealed weapon.

· Demonstrated history of irresponsible motor vehicle operation.

· A “Failure to Appear” on your driving record.

· A D.U.I. conviction. 


PHYSICAL DEMANDS AND WORKING ENVIRONMENT
The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  

	PHYSICAL ABILITIES

Sitting and operating a keyboard to enter data into a computer for extended periods of time.  Dexterity of hands and fingers to operate a computer.  Hearing and speaking to exchange information on the telephone or in person.  The Corporal can expect to frequently stoop, kneel, crouch, stand, climb stairs, walk, and sit.  Periodic high levels of exertion in the form of unarmed self-defense and lifting and/or moving more than 100 pounds.  Corporals must possess sufficient physical capability to overcome and restrain a combative or resistive.  

WORKING ENVIRONMENT   

Work is performed in a 24 hour/7 day confined, security facility.  Exposure to physical danger from high-risk juvenile offenders may be present.  Subject to non-standard work hours (rotating shifts spanning day, swing, overnight hours), weekends, and holidays.  Occasional extended shifts (up to 24 hours) based on department needs. The work is typically performed in an office and outdoors, occasionally in cold inclement weather. The work requires the use of specialized law enforcement equipment.

HAZARDS  

This position involves contact with people harboring potentially communicable diseases and is frequently at risk to exposure from bodily fluids, potential exposure to chemical cleaners, and violent or rude/irate persons.  Tasks require the use of Personal Protective Equipment such as gloves and hand sanitizer.  Risk of minor to major injury from physical confrontations with juveniles.  Work involves an element of risk in the event of a breach of security.  Closed environment is subject to offensive odors on occasion.  




SUPERVISOR RESPONSIBLITIES

	N/A 




ACKNOWLEDGEMENT

I have read and understand this job description and its relationship to the position that I occupy.  The statements contained in this position description are intended to describe the general nature and level of work being performed by individuals assigned to this position.  They are not to be construed as an exhaustive list of all job requirements or duties performed.  

The position description does not constitute an employment agreement between the County and the employee and is subject to change by the employer as the needs of the County and requirements of the job change.  



											
Signature							Date


						
Print Name

Grand Forks County does not discriminate on the basis of race, color, national origin, sex (including sexual orientation and gender identity), genetics, religion, age, or disability in employment or the provision of services and complies with the provisions of the North Dakota Human Rights Act.  (NDCC 14-02.4)
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