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

Position Description

Job Title Supervisory Probation Officer, Classification Levels (CL) 29/30

Occupational Group Law Enforcement

Job Summary

The Supervisory Probation Officer is a mission critical, career-path management position. 
This supervisor requires experience in general management, project management, employee
supervision, strategic planning, and training.  The supervisor will supervise a unit staff and
provide administrative oversight for the unit.  This position may be assigned to the Jonesboro
or to the Little Rock office.  In-state and out-of-state travel is required. 

Employee supervision duties include but, are not limited to:  hire recommendations;
performance and conduct counseling; performance appraisal; policy and procedure
interpretation, instruction, development, and implementation; case reviews; and training
development and presentation.

The Supervisory Probation Officer must have a working knowledge of the applicable national,
federal, and local policies and procedures for probation and pretrial services.  The policies and
procedures include the Guide to Judiciary Policies and Procedures, and the federal
monographs for the pretrial, presentence, and supervision units.  The supervisor is expected to
provide technical assistance and support to unit staff to manage correctional rehabilitative
programs and services for federal defendant\offender populations, and prepare investigative
reports for the Court, and the Bureau of Prisons.  A working knowledge of the federal judicial
system is required.  Analytical acumen and good judgement are essential to be successful in
this position.

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; psychology; sociology; social work;
counseling; criminology; or criminal justice.  This is a management position which requires
experience in general management, project management, employee supervision, strategic
planning, and training.

CL 29 Experience Requirement:  three years specialized experience is required, including at
least one year as a CL-28 Probation/Pretrial Services Officer in the United States Courts
(federal judiciary).
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CL 30 Experience Requirement:  at least three (3) years of specialized experience is required,
including at least one year as a CL 29 Probation\Pretrial Services Officer in the United States
Courts (federal judiciary).

There is no substitute for the required specialized experience at the CL 29 or the CL 30
classification levels.  A Supervisory Probation Officer candidate who is hired at the CL 29
level may be promoted to the CL 30 level without further advertisement, contingent upon
performance and budget.

A minimum of one year of progressive, more responsible, general management experience is
needed.  Graduate level study in one of the academic disciplines specified above, may
substitute for some of the general management experience.  A high degree of integrity is
critical to be successful in the job.  Strong verbal and writing skills are required.  Competent
computer skills are necessary, preferably in a windows environment.  Bilingually fluent in
English and Spanish is a plus but, that language skill is not required.

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 any investigative
experience, is not creditable.

Supervisory Probation Officer Expectations 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.  Ensure unit
members comply with all of these established policy provisions and regulations.

Maintain a working knowledge of policies, processing procedures, and administrative practices
for the pretrial, presentence, and supervision units to effectively act as a backup to cover
supervisor absences and to assist with large caseloads.
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Maintain a working knowledge of the job duties, responsibilities, policies and procedures, and
administrative practices for unit-assigned probation officer specialist(s), and a working
knowledge of all probation officer specialist positions assigned to the court unit

Initiate and manage investigative work for the Court, other law enforcement agencies, and
judicial and parole authorities to facilitate effective supervision of defendants\offenders.

Conduct research, analyze data, and initiate a specific proposal(s) to formulate and recommend
feasible solutions to resolve problems, or to develop and implement new initiatives. 
Recommend modifications to existing policies and procedures to enhance efficiency and
effectiveness.

May recommend new policies, procedures, or practices to improve unit management and to
address current and future operational challenges and initiatives.

Develop and implement a collaborative process with employees to define unit goals and
objectives that are consistent with the agency's mission statement.  Identify, develop, and
implement a strategic plan with employees to achieve short and long term unit and\or agency
goals.

Identify, develop, and provide access to resources to assist employees to develop plans to
facilitate effective case management.  Provide technical assistance and guidance to assist
employees to resolve case management challenges and non-compliance issues.

Frequently review employee assignments to assess consistent compliance with and the effective
application of established policies, procedures, and administrative practices.  Consistently
provide timely formal and informal feedback to employees.

Periodically travel with each probation officer to observe interview techniques with
defendants\offenders and their families, as well as to evaluate the information obtained relative
to the case plan.

Periodically converse with defendant/offenders in order to identify and acknowledge quality
interactions by staff with the community.  Also to note areas in need of improvement and the
development of corresponding training programs.
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Identify recurring case management problems or issues and develop, recommend, or make an
appropriate referral for individual or unit training.  Evaluate the effectiveness of training
relative to performance expectations with recommendations to modify or to initiate additional
training as appropriate.

Assist employees to develop mission critical, position specific, and career development training
curricula to achieve individual goals and objectives.  Monitor employee progress to successfully
achieve those goals and objectives.

Perform administrative oversight over field, court, and office coverage.  Maintain a working
knowledge of absence and attendance policies and procedures for leave requests and timesheet
approval consideration.

Collect data and prepare employee performance appraisal as scheduled according to the
established processing procedures and approval protocols.

Promptly initiate corrective action to address substantiated conduct violations and
unsatisfactory performance issues.  Clearly articulate expectations and assist employees to
successfully resolve conduct and performance issues.

Recommend the appropriate disciplinary action to the Court Unit Executive and to the Deputy
Chief United States Probation and Pretrial Services Officer, for documented and substantiated
conduct violations or for unsuccessful performance improvement.

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,

CyberCrime, 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.
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The Supervisory Probation Officer must effectively communicate orally and in writing.  This

position will provide appropriate technical assistance through interpretation and

implementation of policies and procedures by consultation, work assessment, and training.  

Analytical acumen and good judgement are essential to be successful in this position.  The

supervisor 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.

Factor 2:  Primary Job Focus and Scope

The incumbent will develop new and modify existing programs and services to minimize

danger to officers and to the community, reduce incarceration and recidivism, and strengthen

the overall effectiveness of programs and services.  The programs and services managed by the

incumbent aids the judicial officers in making decisions concerning the defendant\offender,

family members, employers, and others in the defendant's\offender's community.

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 Supervisory Probation Officer must be familiar with other entities within the Eastern

District of Arkansas, as well as other districts.  A working knowledge of available treatment

programs and services is essential to support decisions, and to exercise good judgement in

placement decisions.  Determining the effectiveness of programs, in conjunction with other

professional personnel is also difficult.  The supervisor is expected to be proactive to identify

problems and to recommend feasible solutions through the development of specific proposals.

Effective supervision of diverse unit staff, and oversight of defendant\offender populations

with varying backgrounds and cultures, is challenging and occasionally daunting. 
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Management of defendants\offenders with specialized needs is in itself complex and often

controversial.  Deciding that a special approach is needed, often over the protests of the

defendant, and referring to an appropriate program is difficult.  Program and service delivery

effectiveness balanced with other requirements, is also difficult.  Staying abreast of

developments in a specialized area(s) increases the responsibility, and consequently the

complexity of the job.

Factor 4:  Work Parameters

The incumbent works under general direction from the Chief and the Deputy Chief United

States Probation and Pretrial Services Officers.  The incumbent requires minimal supervision. 

The Supervisory Probation Officer is expected to monitor unit activities and employee

performance.  The incumbent works within a specified or negotiated time frame to complete

assignments.  The supervisor has the discretion to make and follow-through with informed,

responsible decisions.  Analytical acumen and good judgment are critical to the success of the

job.

Factor 5:  Interactions within the Judiciary and with External Contacts

The incumbent has contact with defendant\offender populations, their families, judicial

officers and other court personnel, local community-based providers, law enforcement

personnel, and other court units.  Regular contact with judges and other court personnel is

needed to gather information, as well as to provide consultation concerning specialized

programs and services.  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.
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Factor 6:  Work Environment and Physical Demands

This position is assigned to an office setting.  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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