Summary 
The Chief Juvenile Probation Officer directs and performs a diversified service in the administration of the Juvenile Probation Department ensuring that good probation services are rendered to the youth and community.  The Chief Juvenile Probation Officer directs program design and implementation, develops youth serving resources, provides liaison between all agencies that are related to youth and their needs, and determines the agency’s requirements as to organization, interpretation of regulations, directives, and needs of clientele. The Chief Juvenile Probation Officer is appointed by and responsible to the Juvenile Board. This position is exempt from the Fair Labor Standards Act (FLSA).  
 
Essential Functions includes the following.  (Essential functions, as defined under the Americans with Disabilities Act, may include the following tasks, knowledge, skills, and other characteristics.  This list is ILLUSTRATIVE ONLY, and is not a comprehensive listing of all functions and tasks performed by positions in this class.)  Other duties may be assigned. 
 
Tasks/Responsibilities 
Facilitates ongoing evaluation of the department and its effectiveness and impact of services rendered; carefully selects staff and determines that all employees are adequately trained; supervises staff; plans organization structure, determination of responsibilities, personnel requirements, and assignments as to positions and specific functions; initiates plans to motivate employees to achieve work goals; responsible for pre-service and in-service training; ensures that juvenile probation personnel are cognizant of their responsibility to the community and will initiate proper procedures to protect the community from youthful offenders; directs staff in obtaining warrants, directives to apprehend, and service of such; conducts staff conferences for purposes of training and discussion of problems common in the group; analyzes and resolves work problems and assists staff in solving work and case problems; confers with probation officers individually and makes suggestions for improvement; ensures probation officers have adequate support services to carry out their duties and responsibilities in an effective manner; maintains conditions to encourage loyalty, enthusiasm and good morale. 
 
Responsible for establishing and maintaining adequate records, confidentiality, control thereof and information systems of the agency; establishes and maintains all policies, procedures and rules as promulgated by the Juvenile Board and/or the Juvenile Justice Department; responsible for all program and project management of the department; approves requisitions for equipment and necessary supplies; estimates personnel needs and operating allowances and submits request and recommendation as required; prepares and maintains the annual budget consistent with standard accounting procedures; evaluates employee performance; sets board meetings, determines agenda, and prepares minutes of the meeting; is available for instruction classes, speeches, and discussion to Civic groups, schools, etc.; encourages the use of volunteers and interns and provides orientation and training for all citizens/students involved. 
 
Maintains administrative liaison with the Judges of the court, members of the Juvenile Board, heads of related governments, and other cooperating agencies; develops an understanding and cooperative relationship with all law enforcement and community agencies with which the office interacts; serves as liaison or assigns designee to the community resource coordination group; ensures expeditious handling of investigative work for the court and proper case supervision of probationers; supervises status changes, preparations, coordination and submission of  correspondence, reports, personnel trouble, publications, forms, initiation and record management; available to law enforcement and subordinate staff on a 24 hour on call basis; investigates and conducts hearings, and reports to the Texas Juvenile Justice Department all violations of the Texas Juvenile Justice Department Code of Ethics; performs such other related tasks as may be required by the Juvenile Board, the Courts, and the TJJD. 
 
Supervisory Responsibilities 
Supervises the entire staff of office personnel and juvenile probation officers by prioritizing, assigning and evaluating the work of subordinate staff. 
 
Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
· General knowledge of word-processing specifically windows applications. 
· General knowledge of Kendall County regulations, policies, and procedures. 
· General knowledge of various community agencies available to be called upon for assistance. 
· Professional knowledge of the Kendall County Juvenile Court and its practices. 
· Professional knowledge of applicable federal, state, and local laws, ordinances, statutes, regulations, rules, policies, and procedures. 
· Professional knowledge of criminal laws and their applicability. 
· Professional knowledge in safety techniques in transportation of offenders. 
· Professional knowledge of psychology, social work, sociology, education, juvenile and criminal justice, child development, statistics and research, and public policy as it pertains to juvenile offenders. 
· Professional skill in public relations. 
· Professional skill in investigation and interrogation. 
· Professional skill in seeking grants and funding. 
· Professional skill in developing and maintaining effective interpersonal relations. 
· Professional skill in oral communications in both one-on-one and group situations. 
· Professional skill in written communications for administrative and technical purposes. 
· Professional skill in management and supervision. 
· Professional skill in analyzing information and drawing valid conclusions. 
· Professional skill in urinalysis testing. 
· Professional skill in mechanical restraint techniques. 
· Professional skill in physical restraint techniques. 
 
Education and/or Experience 
A bachelor’s degree from an accredited college or university with a major in criminal justice, psychology, business or public administration, sociology, or a related field and a minimum of five years juvenile probation officer experience required with a minimum of two to four years of experience in administration and supervision.   
 
Other Qualifications, Certificates, Licenses, Registrations 
Texas Juvenile Justice Department certification for Juvenile Probation Officers.  Must obtain 60 hours of applicable training every two years to remain certified.  
Must hold a valid Texas Driver’s License and liability insurance coverage.   
 
Physical Demands    
The physical demands described here 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 functions. 
 
While performing the duties of this job, the incumbent is regularly required to sit, stand, and walk equitable amounts of time and drive on occasion.  Employee is required to be on-call 24 hours per day.  Must be able to apply physical restraint techniques to juvenile offenders.  Must be able to react quickly and appropriately in dangerous situations. 
 
Work Environment    
The work environment characteristics described here are representative of those an employee encounters while performing essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee will encounter a routine office setting combined with work outside of the office.  This position must handle a stress level of dealing with uncooperative and emotional contacts.  The setting may on occasion present a dangerous and volatile situation in which the employee must respond.  The employee will encounter daily contact of juvenile offenders and the risks associated thereof.  The employee will occasionally be exposed to outside weather conditions, infectious diseases and urinalysis testing waste materials. 
 

