00255

Booking Specialist
Grade: 6

FLSA: Non-Exempt
Date:
2/22

Job Summary:  Performs the intake, booking, and release processes for the incarceration of offenders at the jail, safeguards inmate property and coordinates with various courts.  Helps in maintaining safety and security in the facility.  Enter and update operations logbooks and incident reports.  Accountable for fiduciary duties regarding public and County monies;  enters data into the jail management system; Criminal Justice Information System (CJIS) and National Crime Information Center (NCIC) certified for the query and research of offender criminal histories for proper classification of  inmates.  Researches driver histories, warrant confirmations, etc.   Provide discovery/research for the Inmate Services Classification and Offender Re-Entry Unit, Pre-Trial Services Unit, and Intelligence Coordinator.


Essential Functions:
1. Receives and reviews paperwork associated with incarceration to ensure accurate completion; obtains information from inmate and paperwork (warrant, writ, detainer, etc.) and makes appropriate computer entries. Determines time and release dates for sentenced inmates and enters in the schedule of events.
2. Receives, stores, and documents incoming property and funds; issues receipts to inmates; assists with retrieval of property upon release. Coordinates release of inmate and personal property. Controls keys to property/supply room and money drop drawer. Provides daily accounting for inmate funds; balances accounts with financial report before submitting for deposit. Posts money orders and other funds to appropriate inmate accounts.

3. Completes release process to include; updates computerized record, assures payment of bond, returns personal property and funds, checks to ensure inmate is not pending other charges awaiting disposition.

4. Coordinates directly with various court clerks with information on sentenced inmates, bonded inmates, affidavits, scheduling of court date/time, etc..

5. Responds to inmate and public requests in regard to bond amount, release dates, court appearances, etc.     

6. Monitors paperwork, files and computerized records to ensure correct entries and status are reflected. Assists with head count and total population count. Prepares logbook entries as required.

7. Provides training to new staff on booking/releasing procedures and to outside law enforcement personnel on the arrest booking system.

8. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of the St. Mary’s County Sheriff’s Office policies and procedures.
2. Ability to act as a representative of St. Mary’s County Sheriff’s Office to the public;

3. Ability to gain knowledge of the staff, activities, and operations of assigned department;

4. Ability to effectively communicate with other staff members; the public and incarcerated offenders;

5. Ability to prioritize and multitask;

6. Ability to operate relevant computer systems, including hardware and software, and basic office machines;

7. Basic math and language skills..

8. Ability to prepare and maintain a record of activities.

9. Available 24-hour call, shift work, weekends and holidays.

10. Ability to obtain METERS/NCIC/CJIS Certification.

Education and Experience: 
1. High School Diploma or equivalent. 
2. Three years or more of experience or additional education in criminal justice, law enforcement, or correctional 
Additional Requirements: 

1. Must be 21 years of age, possess a valid Maryland Driver’s License and be an U.S. Citizen; 

2. Must pass drug screen and successfully pass extensive background investigation with favorable results;

3. Must be or become a registered notary public in Maryland and maintain this status.
4. Must obtain METERS/NCIC/CJIS Certification.
Physical and Environmental Conditions: 

Work requires moderate physical effort in the handling of light materials or boxes in non-strenuous work positions up to 30 pounds.
The work environment involves high risks with exposure to potentially dangerous situations or unusual environmental stress which require a range of safety and other precautions, e.g., aggressive human behavior, or similar situations where conditions cannot be controlled.



The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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