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PROBATI ON AND PAROLE OFFI CER 3

Nat ure of Work: Under limted supervision, perforns
advanced | evel and supervisory work in investigating, counseling
and providing continuous supervision for a designated casel oad of
adult or juvenile probationers or parolees to assist in their
soci al and personal adjustnent. Organizes, directs and revi ews
the work of other probation and parole officers, perforns
advanced or special casework services, and directs the entire
operation of a probation and parole office including fiscal
operations, programfunctions and record mai ntenance. Wrk
i nvol ves contact with potentially dangerous clients wth crim nal
backgrounds. Perforns related work as required.

Di stingui shing Characteristics: The Probation and Parol e
Oficer 3 is distinguished fromthe other levels by the nore
advanced or special casework services assigned. Directs the
entire operation of a probation and parole area.

Exanpl es of Work

Organi zes and directs the work of other probation and parol e
officers and a small clerical staff.

Revi ews and eval uates the quality of work performed by other
probation and parole officers.

Orients and instructs new probation and parole officers in
proper techni ques and procedures.

Coordi nates and directs the overall functions of a probation
and parole office including fiscal operations, program
functions and record mai nt enance.

| nvesti gat es background hi stories of probationers or parol ees;
reviews court files, police reports and other pertinent
reports to gather information concerning clients.

Interviews activities of probationers or parolees to ascertain
their level of adjustnent to society.

Interviews clients' famly nmenbers, friends, enployers,

m ni sters and ot her persons concerned with clients
readj ustnment to society.

Supervi ses and counsel s probationers or parolees via office
visits, enploynent visits, telephone inquiries, conmunity
contacts and correspondence.

Wites reports detailing clients' progress; wites other
necessary reports.

Enforces rules, regulations and conditions of clients’
probation or parole.



8907
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Exanpl es of Work (cont'd)

Prepares correspondence and petitions as necessary.

Testifies in court concerning matters pertaining to clients
such as sentencing, trials, pleas and violations of
probation or parole conditions.

Contacts community resources to arrange services to
probati oners or parolees for job devel opnent and ot her
servi ces.

Know edge, Skills and Abilities

Know edge of social and psychol ogi cal principles of human
behavi or and environnental and cultural forces.

Know edge of nodern principles of crimnology and penol ogy.

Know edge of conmmunity, social and econom c resources for job
pl acenent and enpl oynent opportuniti es.

Know edge of probation and parol e casewor k managenent and
i ntervi ewi ng techniques.

Know edge of the crimnal justice systemand corrections
process.

Ability to organize and direct the work of others.

Ability to direct all functions of a probation and parol e
of ficer.

Ability to counsel probationers and parolees to aid in their
readj ustnment to society.

Ability to conduct interviews, assenble information and wite
cl ear and conci se reports.

Ability to review the work of others to determ ne quality.

Ability to assess clients' potential behavior patterns.

Ability to work effectively with disturbed or nal adj ust ed
i ndi vi dual s.

Ability to conmunicate effectively in oral and witten form

Ability to establish and nmaintain effective working
rel ati onships with probationers and parol ees, co-workers,
ot her agency representatives and the general public.

M ni mum Qual i fications
Trai ning: Bachelor’s degree froman accredited four-year
coll ege or university in Business Adm nistration, Public
Adm ni stration, Business Managenent, Managenent, Politi cal
Sci ence, Industrial Relations/Managenent, O ganizati onal
Behavi or/ Managenent, Psychol ogy, Soci ol ogy, Crim nal
Justice, Corrections, Social Work or closely related field.
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M ni mum Qual i fications (con’td)

Experience: Four years full-time or equivalent part-tinme paid
experience in at |east one of the follow ng fields:
counsel i ng, probation and parol e, social services,
rehabilitation services or a closely related field.

Substitution: Gaduate study in a related field at an
accredited university may be substituted for the required
experience on a year-for-year basis.

Condi ti on of Enploynent with Division of Corrections:
Firearns are to be distributed at the discretion of the
Comm ssi oner of the West Virginia Division of Corrections
and anyone authorized to carry a firearm nust successfully
conpl ete a psychol ogi cal evaluation prior to issuance.
| ncunbents authorized to carry a firearm nust neet annual
training requirenents established through the West Virginia
Corrections Acadeny.
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