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United States Probation and Pretrial Services Office, Eastern District of Arkansas

Position Description

Job Title United States Probation Officer, Classification Levels 27\28

Occupational Group Professional Line (Law Enforcement)

Job Summary

The U.S. Probation Officer serves the U.S. District Court in the Eastern District of Arkansas. 
This mission critical position will conduct pre-bail investigations, pre-sentence investigations,
supervise pretrial defendants, and post conviction offenders.  The U.S. Probation Officer
provides instructions and guidance to defendants\offenders and provides overall oversight of
defendants\offenders to ensure compliance with court imposed conditions, directives, or
guidelines.  This position may be assigned to the Jonesboro, Pine Bluff, or to the Little Rock
office.  Irregular working hours, including weekend work, may be required to support the
Court and to assist defendants\offenders.  In-state and out-of-state travel is required.

Education and Professional Work Experience Requirements

A minimum of a baccalaureate degree is required in one of the following academic disciplines: 
business administration; public administration; judicial administration; counseling,
psychology; social work; sociology; juris doctorate; criminology; or criminal justice.  This
position requires a minimum of two (2) years of specialized experience in counseling,
rehabilitation, or in the treatment of adults or juveniles.  The specialized experience must be
obtained after the baccalaureate degree was officially conferred.  This required experience may
be in a clinical, correctional, or social setting.  There is no substitute for the specialized
experience.

Administrative support duties will not be accepted for the specialized experience.  Knowledge
of federal pretrial, pre-sentence, and supervision of adult offenders\defendants is preferred.  A
degree that relies primarily upon credit for life experience, rather than academic course work,
will not qualify nor substitute for the required education or experience as discussed in this
section.  Experience as a police, custodial, or security officer, other than investigative
experience, is not creditable.

An applicant cannot have reached his\her thirty-seventh (37 ) birthday at the time ofth

appointment to the position, except for current probation officers and assistants who transfer to
this district.  A background investigation, a credit check, a pre-employment medical
examination, and a drug screen are required, except for currently employed probation officers
and assistants who transfer to this district.  The candidate must be a United States citizen or
eligible to work in the United States.
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U.S. Probation and Pretrial Services Office, Eastern District of Arkansas

Position Description:  United States Probation Officer

A high degree of integrity, analytical acumen, and good judgment are critical to be successful
as an officer.  Strong verbal and writing skills are required.  Competent computer skills in a
windows environment are required.  Bilingually fluent in English and Spanish is a plus but,
that language skill is not required.

United States Probation Officer Job Duties and Responsibilities

Maintain a working knowledge of national, statutory, federal judiciary, and local Court policies,
procedures, and administrative practices.

Maintain and comply with the Judicial Code of Conduct for Judicial Employees, and the
regulations regarding Gifts, Outside Earned Income, Honoraria, and Employment.

Schedule and conduct drug use detection tests and DNA collection of offenders/defendants,
following established procedures and protocols.  Maintain paper and computerized records of
test results.

Maintain chain of custody of urinalysis testing materials.  Respond to judicial officer’s request
for information and advice.  Testify in court as to the basis for factual findings and (if
warranted) guideline applications.  Maintain detailed written records of case activity.  

Pretrial

Gather and verify background information concerning persons charged with a federal criminal
offense when they are arrested or summoned to the court.  Information is gathered through
interviews with the defendant, arresting authorities, U. S. Attorney's office, family, and the
community.  The officer will use law enforcement automated criminal records systems to obtain
and to verify information.  Drug testing and substance abuse assessments are performed.

Interview defendants, evaluate information, and prepare a report to the judge prior to the initial
hearing.  A recommendation regarding bail and/or release or detention of defendant is included
in the report.  Recommendation includes: prior convictions, ability of defendant to post bond,
community ties, possibility of substance abuse, flight risk, and potential danger to the
community.

Supervise defendants\offenders according to the ordered conditions of release.  Develop a
supervision plan to include regular telephone contacts, home visits, community contacts, and 
drug testing.  Assist defendant\offender with appropriate referrals to community and
governmental agencies for medical help, food, shelter, etc.  Coordinate and monitor
defendant's\offender's contact with community resources.
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U.S. Probation and Pretrial Services Office, Eastern District of Arkansas

Position Description:  United States Probation Officer

Supervision intervention conducted with the defendant to modify behavior, to reduce the
potential for revocation.  Notify the court and the U.S. Attorney of any violations. 

Prepare petitions and/or reports to the court recommending revocation or modification of the
conditions of release.  Attend and may testify at court hearings (initial, detention, or violations)
to provide additional information and to keep abreast of the case status and requirements.  

Pre-Sentence

Serve as a resource to the court to facilitate proper imposition of sentence.  Investigate and
prepare reports for the court with sentencing recommendations for individuals convicted of
federal offenses.

An integral part of this process is the interpretation and application of policies and procedures,
statutes, Federal Rules of Criminal Procedures, and may include U.S. Sentencing Guidelines,
Monographs, and relevant case law.  Track legal developments, and update the Court and unit
staff.

The preparation process will require:  interviewing offenders and their families, investigating
the offense, prior record and financial status of the offender, and contacting law enforcement
agencies, attorneys, victims of the crimes, schools, churches, and civic organizations.  The pre-
sentence investigation process will:  collect information on the offender's background, assess
the probability of future criminal behavior, restitution capability, and the offender's ability to
pay fines and costs of prosecution, incarceration, and cost of supervision.  Interpret and apply
the U.S. Sentencing Commission guidelines and relevant case law.

Present the pre-sentence report and recommendations to the court.  Respond to judicial officer's
request for information and advice.  Provide testimony on investigative findings and guideline
applications.  Analyze objections and determine appropriate course of action.  Such actions
include resolving disputed issues and/or presenting unresolved issues to the court for resolution.

Supervision

Supervise offenders to ensure compliance with court-ordered conditions, minimize risk to the
community, and provide correctional and\or rehabilitative treatment.  Develop a supervision
plan and maintain a detailed, current case activity record or chronology.

Maintain contact with offenders through office and community visits and by telephone.
Investigate employment, other sources of income, lifestyle, and associates to assess risk and
compliance.
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U.S. Probation and Pretrial Services Office, Eastern District of Arkansas

Position Description:  United States Probation Officer

Responsible for detection of substance abuse and through assessment and counseling
implements the necessary treatment or violation proceedings of appropriate offenders.  Refer
offenders to appropriate outside agencies such as medical and drug treatment facilities,
employment counseling and training.

Contact, respond to, and request information from organizations, the U.S. Parole Commission,
Bureau of Prisons, and attorneys concerning offenders' behavior and conditions of supervision.
Investigate violations and report condition violations to the appropriate authorities.

Factor 1:  Required Competencies (Knowledge, Skills, and Abilities)

Broad knowledge of the correctional rehabilitation of defendant\offender populations, through
a working knowledge of national, statutory requirements, federal probation and pretrial
services, local Court policies and procedures, and administrative practices.  Knowledge of
policies and procedures includes the applicable federal judiciary monographs for pretrial,
presentence, and supervision, substance abuse treatment, mental health, location monitoring,
etc.

Skill and ability is needed to design an assessment instrument to evaluate compliance with
programs and services for quality assurance purposes.  An assessment tool may include
development of an interview questionnaire to collect data from defendants\offenders, their
families and other stakeholders.  The probation officer will interview persons with various
backgrounds, their families, and others in the community to obtain information.  This position
must have the ability to discern deception and to act accordingly.

Ability to organize, prioritize work schedule, work independently with little or no supervision,
and to exercise discretion. Ability to work under pressure of short deadlines. 

Judgment and Ethics

A high degree of integrity, analytical acumen, and good judgement are essential to be
successful as an officer.  Knowledge of and compliance with the Code of Conduct for Judicial
Employees and court confidentiality requirements. 

Written and Oral Communication/Interaction 

The United States Probation Officer must effectively communicate orally and in writing
working with judges, attorneys, other law enforcement agencies, and correctional agencies.
Ability to interact and communicate with people of diverse backgrounds, including law
enforcement and collateral agency personnel at different government levels, the community, 
service providers, and offenders/defendants.
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U.S. Probation and Pretrial Services Office, Eastern District of Arkansas

Position Description:  United States Probation Officer

Information Technology and Automation

Skill in the use of automated equipment including mobile devices, word processing,
spreadsheet, and database applications, and various other types of software. Ability to utilize
computer software and automated systems to perform record checks, record urinalysis results,
compile criminal history information, and similar activities. Skill in interpreting and analyzing
data from a variety of investigative databases. 

Factor 2:  Primary Job Focus and Scope

The primary focus of the job is to fulfill statutory requirements to conduct pretrial and pre-
sentence investigations, supervise offenders/defendants, make recommendations to the court,
evaluate needs and conditions and maximize compliance for the purpose of ensuring
community safety.  A proper recommendation to the court maximizes the protection to the
public.

Society benefits from successful supervision by saving the cost of incarceration. 
Administrative oversight of allocated resources establishes and maintains a cost-effective
service delivery system, which maximizes agency productivity.  Often the defendant or
offender completes the conditions of supervision, and becomes a productive member of the
community.

Factor 3:  Complexity and Decision Making

The job involves making independent decisions within the context of professional standards,
broad policies, and general goals.  Probation/pretrial services officers at this level gather and
analyze information to determine or recommend the best course of action.

Factor 4:  Work Parameters

The incumbent works under general direction from the Supervisory Probation Officer.  The
incumbent requires minimal supervision.  The incumbent works within specified or negotiated
time frames to complete assignments.

The incumbent must communicate with other organizations and persons such as Bureau of
Prisons, local and state law enforcement, treatment agencies\providers, and attorneys
concerning defendant's\offender's behavior and conditions of supervision.  Identify and
investigate violations and implement appropriate alternatives and sanctions.  Report violations
of the conditions of supervision to the appropriate authorities.  Prepare written reports of
violation matters, and make recommendations for disposition.
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U.S. Probation and Pretrial Services Office, Eastern District of Arkansas

Position Description:  United States Probation Officer

Factor 5A:  Interactions with Judiciary Contacts

The primary judiciary contacts are other probation/pretrial services staff, judicial officers and
staff of other court units for the purpose of conducting investigations, and maintaining
accurate and up-to-date information in case files.  Regular contact with judges and other court
personnel is needed to gather information, as well as to provide consultation concerning
specialized programs and services.

Factor 5B:  Interactions with External Contacts

The primary external contacts are offenders/defendants and their families, other government
agencies, U.S. Attorney’s Office, U.S. Marshals, Bureau of Prisons, Parole Commission,
attorneys, public safety/law enforcement officials, treatment providers, victims, and other
members of the community for the purpose of investigating offenders’/defendants’
backgrounds, obtaining and verifying arrest information, drafting sentencing guidelines, and
similar activities.  Periodic contact with providers is necessary to ensure that quality service
delivery for defendants and offenders is maintained and to provide technical assistance to
agency personnel.

Factor 6:  Work Environment and Physical Demands

Work requires daily contact with persons with known violent backgrounds.  Visits to
defendants\offenders and their families at their residence are expected and will require travel
to areas known for high crime and violence.  Periodically working irregular hours, including
some weekend work may be necessary to meet Court needs and for the defendants\offenders. 
Interaction with special needs defendants\offenders, such as those with mental or substance
abuse problems, may expose the incumbent to potential danger.
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