JOB TITLE: Adult Supervisor - Kendall County JOB CODE: Exempt
DEPARTMENT: Court Services

GENERAL SUMMARY

Under the supervision of the Director, the Adult Supervisor plans, assigns, supervises and evaluates the
work of subordinate Probation Officers; reviews casework and staff performance through file reviews and
direct observations while providing constructive feedback designed to encourage professional growth and
skill development. Attends and conducts staff meetings in order to plan, develop and disseminate
information necessary to complete, department objectives. Plans, revises, implements, and monitors
policies and procedures for court services. Performs other tasks as directed by the management of Kendall
County Court Services.

PRINCIPLE DUTIES AND RESPONSIBILITIES

» Assigns duties and responsibilities of staff; assesses workload, and resource needs of the office.

» Performs direct observations and casefile reviews to ensure compliance with AOIC supervision
standards, departmental policies, quality assurance and provide critical feedback designed to
build the confidence and skill set of officers.

» Acts as a resource for staff and guides them in trouble shooting problem cases and situations.

> Establishes expectations and provides employee performance feedback on an on-going and
annual basis. Assists subordinates in establishing performance and professional goals. Evaluates
subordinates' goal achievement through conferences, informal meetings, and annual performance
appraisals.

» Provides orientation and on-going training, mentoring, leadership and coaching.

» Reviews and monitors staff time records, mileage sheets, and activities in accordance of Fair Labor
Laws and Metropolitan of Police Union contract.

» Provides ongoing analysis, feedback, positive reinforcement and when necessary, corrective
action around the performance of staff as it relates to departmental work environment,
departmental policies and adherence to the fidelity of supervision standards.

» Builds positive and influential relationships with all members of the department as well as judicial
and community stakeholders which support the goals and objectives of the department and promote
the mission of the 23" Judicial Circuit Kendall County Court Services.

» Represents the department’s interest at meetings and through participation in initiatives that target
our population.

» Collects accurate data for reporting to AOIC, system stakeholders or other necessary entities as
directed.

» Provides input into the development of the organization by attending Court Services Management
Team Meetings and assisting with the AOIC Annual Plans.

» Acts as Interstate Compact liaison to the Administrative Office of Illinois Courts Interstate
Compact Division and other agencies as assigned.

» Plans, revises, implements, and monitors policies and procedures of Court Services.

» Keeps abreast of and introduces new technologies approved by the director to enhance
monitoring and improve client reporting and compliance.

» Plans, organizes, and conducts unit staff meetings.

» Performs on-call duties.
» Develops implements and monitors programs necessary to enhance evidence-based service



delivery to adult offender population ensuring fidelity to the model.

» Responsible for the successful completion of directives as specified by the Management of Court
Services.

» May participate in grant writing activities.

EDUCATION AND EXPERIENCE
Required:

¢ A minimum of a bachelor’s degree from an accredited college or university and
fulfillment of requirements as defined by the Administrative Office of Illinois Courts.

e Two or more years employed in court services, criminal justice or social services

e  Must be on AOIC State Hiring List:
https://ilcourtsaudio.blob.core.windows.net/antilles-resources/resources/959de170-96e4-
4345-bb42-a7d5dd0el78c/Probation_Employment Application.pdf

e Proficient in the use of Microsoft Office Products (ie, Word, Excel, Access, PowerPoint,
Outlook)

e Valid Driver’s license with a clean driving record.

Adult Risk Assessment (ARA) certified, or the ability to be certified within 60 days of

employment.

Preferred:

e Master’s degree in management, public administration, criminal justice, or social services
with one or more years employed in court services, criminal justice or social services.

e Certified as a Correctional Practices Coach.

e Knowledge of employment functions, personnel management, and in depth understanding
of policies and procedures related to Court Services and AOIC Casework Standards.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS

Sitting, talking, hearing, typing are required 50% to 75% of the time. Walking and climbing stairs
are required about 10% of the time. Stooping, kneeling, and bending/twisting are required in
unusual or non-routine situations. Climbing (ladders), balancing, and feeling (to sense the position
of quality of objects) are not required. Lifting objects over 40 pounds is very unusual and mostly
not required. Carrying and transporting objects are required about 10% of the time; 20 to 40
pounds is unusual or non-routine. Carrying objects 50 pounds or more is not required. Pushing
or pulling objects is unusual or not a requirement or the position. Handling objects is unusual;
writing can be up to 50%.

WORKING ENVIRONMENT WHILE PERFORMING ESSENTIAL FUNCTIONS

Over 75% of the work time is spent inside protected from weather conditions. Extreme cold/very
cold temperatures are experienced approximately 25% of the time. Dramatic shifts in temperature,
either hot or cold, are present only in unusual situations. Wet and/or humid, very high moisture
conditions are experienced only in unusual situations. Hazards, such as mechanical, electrical,
injury from inmates, fast moving vehicles, are present only in unusual situations. Protection from


https://ilcourtsaudio.blob.core.windows.net/antilles-resources/resources/959de170-96e4-4345-bb42-a7d5dd0e178c/Probation_Employment_Application.pdf
https://ilcourtsaudio.blob.core.windows.net/antilles-resources/resources/959de170-96e4-4345-bb42-a7d5dd0e178c/Probation_Employment_Application.pdf

weather conditions of extreme heat, extreme wet, noise, vibrations, are not present. Hazards from
chemicals, burns, explosives, radiant energy, radiation, heights (above 12 feet), are not present.
Atmospheric conditions, such as fumes, odors, dust, poor ventilation, or physical confined
worksites, are not present.

EQUIPMENT USED TO PERFORM ESSENTIAL FUNCTIONS
Equipment used is a calculator, copy machine, computer terminal, facsimile machine, personal
computer. Transportation sufficient to accomplish job objectives will be needed.

REPORTING RELATIONSHIPS

Reports To: Director
Directs Work Of: Staff members of Court Services assigned to the unit.
HIRING CONTINGENCY

After an offer of employment is extended to a specific candidate, said candidates hiring is
contingent upon the candidate obtaining a tuberculosis screening test.

Prospective employee has completed a criminal background check and drug test.

BLOODBORNE PATHOGEN RISK CODE: Yes

RECEIPT AND APPROVAL

Employee Name (Print) Employee Signature
Date

Name (Dept. Hd./Elected) Title

Date



