
 
 
  
          
April 8, 2016 
 
 

MEETING OF THE 
WASHINGTON COUNTY QUORUM COURT 

PERSONNEL COMMITTEE 
 

Monday, April 11, 2016 
5:30 P.M. 

Washington County Quorum Court Room 
 

Vice Chair Joe Patterson               Daniel Balls 
Harvey Bowman                      Chair Butch Pond Lisa Ecke  
Ann Harbison Bill Ussery 

  
A G E N D A 

 
1. Call to Order. 
 
2. Prayer and Pledge of Allegiance 
 
3. Adoption of Agenda. 
  
4. Request From Circuit Court Division III Judge Stacey Zimmerman For A Salary 

Increase For A Juvenile Officer Position. A motion will need to be made to 
recommend this request to the Quorum Court for approval. (4.1 - 4.3) 

 
5. Request From Prosecuting Attorney Matt Durrett For A New Assistant Case 

Coordinator Position.  This new position and job description will be rated at the April 
11th JESAP meeting. A motion will need to be made to recommend this request to the 
Quorum Court for approval. (5.1, 5.2) 

 
6. Other Business:  Any other business to be discussed by the Committee will be 

brought up at this time.  
 
7. Public Comments. 
 
8. Adjournment. 
 
/cs 
 

  MARILYN EDWARDS 
  County Judge 

                              280 North College, Suite 500 
                                       Fayetteville, AR  72701 

WASHINGTON COUNTY, ARKANSAS 
County Courthouse 

 

Telephone:  479 / 444-1700   •   FAX:   479 / 444-1889 
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Washington County 
Juvenile Intake Diversion Officer 
Job Description 

Job Code: 
Exempt: 
Department: 

16 
No 
Juvenile Court Division 

Reports To: 
Location: 

Circuit Court Judge/Chief Juvenile Officer 
Not indicated. 

Date Prepared: November 05, 2009 
Date Revised: February 19, 2016 

GENERAL DESCRIPTION OF POSITION 
The Juvenile Intake Diversion Officer is responsible for the supervision of juvenile cases that 
qualify for Diversion Programs and for monitoring youth that are court ordered to have an 
Electronic Monitor for purposes of House Arrest. The Juvenile Intake Diversion Officer monitors 
the compliance of juveniles and their families with court orders and Diversion agreements. The 
Juvenile Intake Diversion Officer will work as part of a cohesive team and will be required to 
assume duties as part of a multi-faceted operation that would address an array of juvenile and 
family situations both judicial and non-judicial in nature. The position requires decision-making, 
problem solving, and accurate reporting. The officer will be required to maintain, annotate, and 
prepare appropriate court documents and case files. The Juvenile Intake Diversion Officer will 
also be responsible for diversions and any petitioned cases until release by the appropriate 
authorities. This position requires the ability to interact effectively with community care 
providers, juveniles, and families. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. The Intake Diversion Officer will receive and investigate complaints and charges that a 
juvenile is delinquent or dependent-neglected, or that a family is in need of services;. 

2. If the Intake Diversion Officer has reasonable cause to suspect that a juvenile has been 
subjected to child maltreatment as defined in 12-18-103(6), the intake officer shall immediately 
notify the Department of Human Services hotline. 

3. Respond to a twenty-four hour on call schedule on a rotating basis with the other active 
Intake Officers. 

4. Respond to computerized monitoring system during work hours and after hours for youth on 
Electronic Monitors (EM). 

5. Generate computerized reports for other Court Officers on specific youth offenders that are 
on Electronic Monitoring, such as violation reports and GPS reports. 

6. Responsible for maintaining the Court's inventory of Electronic Monitor devices. 

7. Notify on-call officers after work hours of serious Electronic Monitoring violations, such as 
"Open Strap violations". 

8. The Intake Diversion Officer will conduct the initial intake interview, take citizen complaints, 
confer with victims, and make recommendations to the prosecutor for the appropriate course of 
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action. A Juvenile Intake Diversion Officer may have up to 12 interviews per week, with each 
interview lasting between 1-1.5 hours. 

9. All contact with the public will be conducted in a professional manner and in compliance with 
departmental policy and Arkansas law. 

1 O. Work with Interstate Compact in returning juveniles to their home states when they are 
runaways, arrested in our county, or have a warrant from another jurisdiction. 

11. Make appropriate referrals to public or private agencies as well as schools, community 
based providers, Department of Human Service, in order to ensure that clients obtain services 
needed. 

12. Maintain close communications with all law enforcement agencies within Washington 
County. 

13. The Juvenile Intake Diversion Officer will monitor the client's progress as well as adherence 
to court orders, identifying potential problems, and taking corrective action. 

14. They will also maintain, update, and complete all necessary paperwork and ensure that all 
information is current in the department database. 

15. Maintain records of meetings with all concerned parties; psychological 
assessments/reports, social data on juveniles and family; receipts showing payment of fines, 
cost, fees, restitution, and/or completion of public service; attendance and behavior reports from 
school; and proof of attendance of AA/NA meetings. 

16. Prepare requests for the Prosecutor to file Motions for Violation of Terms of Release. 

17. Prepare the case file and all records for court hearings daily. Distribute reports to all parties 
before court hearings. Be available to present case information to the court when needed. 

18. Maintain all juvenile records in a "confidential" manner, and ensure that information relating 
to a juvenile is not released except to authorized persons. 

19. Appear in court and testify to successes or problems, inform the court about placement 
proceedings, and make recommendations about the continued detention or release of a 
juvenile. 

20. Speak to various public and community groups, regarding the juvenile court process and 
services when called upon, and represent the court on committees as assigned by the Judge. 

21. Maintain a current knowledge of the Arkansas Juvenile Code, community services available, 
shelter placements, group homes, hospital settings, therapeutic placements and treatment 
facilities in the IV Judicial District and the State of Arkansas. 

22. Administer drug screens (both written and physical) to juveniles and their families as 
ordered by the Court. 

23. To perform all other functions or duties assigned to him or her by the Juvenile Code, his 
supervisors, or the Court. 
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24. Perform any other related duties as required or assigned. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
mentioned satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. 

EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc. 
Equivalent to a four year college degree, plus 4 years related experience and/or training. Or 
equivalent combination of education and experience. 

COMMUNICATION SKILLS 
Ability to read, analyze, and understand common scientific and technical journals, financial 
reports, and legal documents; Ability to respond to complex or difficult inquiries or complaints 
from customers, regulatory agencies, or members of the business community. 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematical skills 
using money and other forms of measurement. 

CRITICAL THINKING SKILLS 
Ability to solve practical problems and deal with a variety of known variables in situations where 
only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, or diagram formats. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
The officer must complete 40 hours of training in "Juvenile Officer Certification Training" 
provided by AOC to be a Certified Juvenile Officer. The officer must complete 12 hours of 
training annually to maintain the certification. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 

SOFTWARE SKILLS REQUIRED 
Basic: Contact Management, Database, Presentation/PowerPoint, Spreadsheet, Word 
Processing/Typing 

INITIATIVE AND INGENUITY 
SUPERVISION RECEIVED 
Under general direction, working from policies and general directives. Rarely refers specific 
cases to supervisor unless clarification or interpretation of the organization's policy is 
required. 

PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, 
manner, and/or sequence of performance of own work, in addition, the work operations of a 
group of employees, all performing basically the same type of work. 

DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
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importance and also frequent opportunity for decision-making of major importance, either of 
which would affect the work operations of small organizational component and the 
organization's clientele. 

MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of 
operations. Operations requiring intermittent direct thinking to determine or select the most 
applicable way of handling situations regarding the organization's administration and 
operations; also to determine or select material and equipment where highly variable sequences 
are involved. 

ANALYTICAL ABILITY I PROBLEM SOLVING 
Moderately directed. Activities covered by wide-ranging policies and courses of action, and 
generally directed as to execution and review. High order of analytical, interpretative, and/or 
constructive thinking in varied situations. 

RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws. Responsibilities may include but not limited to interviewing, hiring and training 
employees; planning, assigning and directing work; appraising performance, rewarding and 
disciplining employees; addressing complaints and resolving problems. 

No supervision. 

Supervises the following departments: Not indicated. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or 
misappropriation would result in moderate damage or moderate monetary loss to the 
organization. The total value for the above would range from $5,000 to $150,000. 

ACCURACY 
Probable errors would normally not be detected in succeeding operations and could possibly 
affect organization-patron relationship, involve re-work, or additional expenditures in order to 
properly resolve the error. The possibility of such errors would occur quite frequently in 
performance of the job. May also cause inaccuracies or incomplete information that would be 
used in other segments of the organization as a basis for making subsequent decisions, plans, 
or actions. 

ACCOUNTABILITY 

FREEDOM TO ACT 
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents 
with mid to upper-level managerial oversight. 

ANNUAL MONET ARY IMP ACT 
The amount of annual dollars generated based on the job's essential duties I responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in 
manpower. 
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Very small. Job creates a monetary impact for the organization up to an annual level of 
$100,000. 

IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates 
with others in taking action for a department and/or total organization. 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those 
persons contacted. Contacts of considerable importance and of such nature, that failure to 
exercise proper judgment may result in important tangible or intangible losses to the 
organization. 

EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as 
required in advanced supervisory jobs, plus frequent contact with senior level internal officials. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and software, road 
and production machines and equipment, driver's license/cdl, etc.) 

WORKING CONDITIONS 
Outside or inside working environment, wherein there are potential hazardous working 
conditions and life-threatening situations exist (fire, chemicals, electrical sources, heights, 
dangerous people, etc.) part of the time. 

ENVIRONMENTAL CONDITIONS 
The following 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. 

The noise level in the work environment is usually moderate. 

PHYSICAL ACTIVITIES 
The following physical activities 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 and expectations. 

Moderate diversity, low physical. Work activities which allow for a moderate amount of diversity 
in the performance of tasks which are not as varied as those positions with high-level diversity 
and decision-making. 

While performing the functions of this job, the employee is continuously required to talk or hear; 
regularly required to use hands to finger, handle, or feel; frequently required to stand, walk, sit, 
reach with hands and arms; and occasionally required to climb or balance, stoop, kneel, crouch, 
or crawl. The employee must occasionally lift and/or move up to 10 pounds. Specific vision 
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abilities required by this job include close vision; distance vision; depth perception; and ability to 
adjust focus. 

ADDITIONAL INFORMATION 
EDUCATION and/or EXPERIENCE: 

The officer should posses a Bachelor's Degree in a related field plus four (4) years work 
experience; or equivalent combination of education and experience. The officer must complete 
40 hours of training in "Juvenile Officer Certification Training" provided by AOC to be a Certified 
Juvenile Officer. The officer must complete 12 hours of training annually to maintain the 
certification. The officer should have experience working with teenagers, judgment skills when 
handling complaints, and communication skills when meeting the public. The officer cannot 
have a criminal record. This position requires a high level of problem solving and listening skills. 

OTHER SKILLS and ABILITIES: 

The officer shall posses good typing and computer skills; have knowledge of modern office 
practices, procedures, and equipment. The officer should have strong written and verbal 
communication skills; must posses the ability to establish a good rapport with individuals often 
under difficult or high-risk circumstances. Must have the ability to de-escalate volatile situations 
involving juveniles and their families. The officer must possess a strong ability to navigate the 
internet and be able to work without direct supervision. Self-motivation and the ability to 
positively motivate juveniles and their parents are essential. 

PHYSICAL DEMANDS: 

This job carries a degree of threat; dangerous situations can occur at any time. 

I, F ,, 
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DBCompensation Job Rating Form 

STUDY: Washington County 

JOB TITLE: Juvenile Intake Diversion Officer 
JOB CODE: 16 

FACTOR ! BASIS FOR RATING DEGREE POINTS 

1 

2 

3 

4 

5 

6 

1 Experience-General: Minimum time to become familiar with 
1 requirements of the job. 

1, Experience-Minimum time to become familiar with management 
requirements of the job. 

I Education: Preliminary formalized training or self-development 
1 expressed in terms of equivalent formal education. 

7 

0 

5 

14A 5 
i Initiative & Ingenuity: Measure of ability to proceed alone, make 
' i48 4 
I. decisions within authority, and ability to comprehend assignment. 

74 

70 

6 50 
14c 4 -----t-: --------------------------+---"-------+-----

• Mental Demand: Measure of degree of concentration and sensory 
1 

alertness. 4 49 

100 
! Analytical Ability/Problem Solving: Opportunity to apply analytical 
i ability and self-starting thinking. 6 

~--------+------------------------------- ---'-------+-------I 

7 

8 

9 

: Responsibility for Work of Others - Supervision: Appraises 
1 responsibility for work and direction of others. 

i Responsibility for Funds, Equipment, Property, Etc.: Personal 
1 

i responsibility and accountability for receipt, storage, issue, or use. , 
I 

Responsibility for Accuracy: Opportunity for and probable effect of 
I 

1 errors. 

0 

4 32 

5 57 
~-----+------- ---------------------------~--+------1 

i Accountabilities: Freedom to act, monetary impact, and impact on l10A 5 
1 

10 
: end results. !108 1 i 8 

i,10C 3 I 

90 

' Contacts with Public: Responsibility for effective handling of 
contacts. 1 

11 5 80 
~----+--------- ------ - ___________________ __L__ 

! Contacts with Employees: Responsibility for effective handling of 1 
12 

1 
others. 5 49 

-----------------------------------------i,-------4-------

i Machine-Computer Operations 4 38 13 

14 · Working Conditions 1

1 

7 60 
~------+------------------ --------------- ------'------+------1 

15 : Physical Demand J 2 8 

WASHINGTON COUNTY 
Job Evaluation Form Printed 211912016 

POINT TOTAL I 757 

SIGNED:--------------
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 Prepared by Cheryl Bolinger 02/10/2016

CIRCUIT COURT III, JUVENILE COURT POSITION  - SALARIES, FULL-TIME

Circuit Court III, Juvenile Court Position
 Remainder of  

2016 
 Annual 

Increase 
1000 0403 1001 SALARIES, FULL-TIME, Slot 0403020 1,368.00$              1,872.00$            
1000 0403 1006 SOCIAL SECURITY 105.00$                  144.00$               
1000 0403 1008 NONCONTRIBUTORY RETIREMENT 199.00$                  272.00$               

1,672.00$              2,288.00$            
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OFFICE OF THE PROSECUTING ATfORNEY 
MATI DURRETI 
District Prosecutor 

FOURTH JUDICIAL DISTRICT 
WASHINGTON AND MADISON COUNTIES 

DEPU1YPROSECUTORS: 

Mieka Hatcher• Terra Stephenson • Charles M. Duell • Chreea S. Booher • David G. Bercaw • Brian Lamb • Kevin Metcalf 
Shane Kerr• Seth Creed • Sarah Ashley• Natalie Morrison • Sara Swearengin • Courtney Cassidy• Chloe Fackler •Joel Cape 

April 1, 2016 

To Whom It May Concern: 

I would like to request that my office be put on the Personnel Committee's agenda for 
April 11, 2016 for a new position, Senior Case Coordinator. 

Respectfully, 

iJJltta~ 
Matt Durrett 
Prosecuting Attorney 

WASHINGTONCOUNTYCOURTHOUSE • 280NORTHCOI..LEGEAVENUE • SUITE301 • FAYETfEVILLE,AllKANSAS72701 
PHONE: (479) 444-1570 • FAX: (479) 444-1594 

www.co.washington.ar. us/prosecutingattorney / default.htm 
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Washington County 
Senior Case Coordinator 
Job Description 

Job Code: 
Exempt: 
Department: 
Reports To: 
Location: 
Date Prepared: 
Date Revised: 

16 
Yes 
County Prosecutor 
Prosecutor 
Prosecutor's Office 
March 25, 2016 
March 29, 2016 

GENERAL DESCRIPTION OF POSITION 
The Senior Case Coordinator will manage the Prosecutor's caseload activities and provide 
supervision for the Assistant Case Coordinator and one part-time clerical position. Primary 
duties will include intake of criminal cases, scheduling arraignments, jury selection support for 
Prosecutor, jail census reporting, coordination with court judges, and computer database 
oversight and software recommendations. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Intake from public on all criminal cases that are set for arraignment. 

2. Schedule and reschedule cases set for arraignment. 

3. Attend jury selection with Prosecutor and provide assistance as requested. May occasionally 
have to testify in court. 

4. Ensure that all activities are professionally and ethically performed in accordance with the law 
to protect the individual rights of all citizens in Washington County. 

5. Perform all liaison activities in a professional manner to ensure maximum cooperation 
between and among the County and other agencies. 

6. Jury consultant to prosecutors during jury selection process. Research and prepare jury 
questionnaires, noting any significant factors and characteristics that might influence verdicts. 
Keep statistics and data throughout jury term. Analyze nature of case and compare to 
background, social traits, and prejudices brought out in voir dire. 

7. Print and review Jail Census on a daily basis for prisoners needing probable cause 
determination observing the 48 hour time limit, insuring all prisoners booked in have 
arraignment dates and bond settings. Obtain all preliminary reports, pull warrants from pending 
files and entered into system. 

8. Gather proof of prior convictions from various courts (in state and out of state). Organize 
arraignment paperwork, gathering police reports from various agencies and when complete, 
assigning to prosecutor for formal charges to be filed. Paperwork must be filed on a timely 
basis. Docket must be sent to transport by end of the day prior to arraignment. 

9. Attend arraignment proceedings or have representative present, for recording information 
concerning trial dates and bond information. Assures that cases are assigned to correct Judge. 

13 
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Fill out FTA and continuance forms during arraignments. Accuracy is essential. Assign cases 
to individual prosecutors for trial. 

10. Work closely with the Judge's TCA's to insure calendar is accurate and up to date and 
distribute as assigned. 

11. Supervise Case Coordinator and part-time clerical help assisting in arraignment 
procedures, post arrest warrants and office procedures. 

12. Assist in development of continued improvements in current computer system and enter 
information in computer system. 

13. Relay information concerning cases to attorneys. 

14. Redacting and providing information to newspaper and television reporters. 

15. Work with Administrative Office of the Courts in scheduling interpreters (Spanish, 
Marshallese, Sign Language, etc. 

16. Perform any other related duties as required or assigned. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
mentioned satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. 

EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc. 
Equivalent to a four year college degree, plus 5 years related experience and/or training, and 12 
to 18 months related management experience, or equivalent combination of education and 
experience. 

COMMUNICATION SKILLS 
Ability to effectively communicate information and respond to questions in person-to-person and 
small group situations with customers, clients, general public and other employees of the 
organization. 

MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, 
ratios, and proportions to practical situations. 

CRITICAL THINKING SKILLS 
Ability to solve practical problems and deal with a variety of known variables in situations where 
only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, or diagram formats. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
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SOFTWARE SKILLS REQUIRED 
Intermediate: Database 
Basic: Contact Management, Spreadsheet, Word Processing!Typing 

INITIATIVE AND INGENUITY 
SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges 
own work, referring only unusual cases to supervisor. 

PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, 
manner, and/or sequence of performance of own work, in addition, the work operations of a 
group of employees, all performing basically the same type of work. 

DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance, either of 
which would affect the work operations of small organizational component and the 
organization's clientele. 

MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of 
operations. Operations requiring intermittent direct thinking to determine or select the most 
applicable way of handling situations regarding the organization's administration and 
operations; also to determine or select material and equipment where highly variable sequences 
are involved. 

ANALYTICAL ABILITY I PROBLEM SOLVING 
Directed. Supervisory and/or professional skills using structured practices or policies and 
directed as to execution and review. Interpolation of learned things in moderately varied 
situations where reasoning and decision-making are essential. 

RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws. Responsibilities may include but not limited to interviewing, hiring and training 
employees; planning, assigning and directing work; appraising performance, rewarding and 
disciplining employees; addressing complaints and resolving problems. 

Supervises a small group (1-3) of employees in the same or lower classification. Assigns and 
checks work; assists and instructs as required, but performs same work as those supervised, or 
closely related work, most of the time. Content of the work supervised is of a non-technical 
nature and does not vary in complexity to any great degree. 

Supervises the following departments: Not indicated. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or 
misappropriation would result in moderate damage or moderate monetary loss to the 
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organization. The total value for the above would range from $5,000 to $150,000. 

ACCURACY 
Probable errors would normally not be detected in succeeding operations and could possibly 
affect organization-patron relationship, involve re-work, or additional expenditures in order to 
properly resolve the error. The possibility of such errors would occur quite frequently in 
performance of the job. May also cause inaccuracies or incomplete information that would be 
used in other segments of the organization as a basis for making subsequent decisions, plans, 
or actions. 

ACCOUNTABILITY 

FREEDOM TO ACT 
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents 
with mid to upper-level managerial oversight. 

ANNUAL MONET ARY IMP ACT 
The amount of annual dollars generated based on the job's essential duties I responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in 
manpower. 

Very small. Job creates a monetary impact for the organization up to an annual level of 
$100,000. 

IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates 
with others in taking action for a department and/or total organization. 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those 
persons contacted. Contacts of considerable importance and of such nature, that failure to 
exercise proper judgment may result in important tangible or intangible losses to the 
organization. 

EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as 
required in advanced supervisory jobs, plus frequent contact with senior level internal officials. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and software, road 
and production machines and equipment, driver's license/cdl, etc.) 

WORKING CONDITIONS 
Periodically exposed to such elements as noise, intermittent standing, walking, occasionally 
pushing, carrying, or lifting; but none are present to the extent of being disagreeable. 

ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
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employee encounters while performing essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

The noise level in the work environment is usually moderate. 

PHYSICAL ACTIVITIES 
The following physical activities 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 and expectations. 

Moderate diversity, low physical. Work activities which allow for a moderate amount of diversity 
in the performance of tasks which are not as varied as those positions with high-level diversity 
and decision-making. 

While performing the functions of this job, the employee is regularly required to sit, talk or hear; 
frequently required to stand, use hands to finger, handle, or feel; and occasionally required to 
walk, reach with hands and arms. The employee must occasionally lift and/or move up to 25 
pounds; frequently lift and/or move up to 10 pounds. Specific vision abilities required by this job 
include close vision; and color vision. 

ADDITIONAL INFORMATION 
Not indicated. 

,;;' 
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DBCompensation Job Rating Form 

STUDY: Washington County 
JOB TITLE: Senior Case Coordinator 
JOB CODE: 16 

FACTOR BASIS FOR RATING 

Experience-General: Minimum time to become familiar with 
' requirements of the job. 

i DEGREE POINTS 

8 89 
--------------·----------- - -- --------------- --- -------+----

2 

3 

4 

5 

6 

7 

8 

Experience-Minimum time to become familiar with management 
. requirements of the job. 
I 

Education: Preliminary formalized training or self-development 
: expressed in terms of equivalent formal education. 

Initiative & Ingenuity: Measure of ability to proceed alone, make 
decisions within authority, and ability to comprehend assignment. 

i 
3 

I 

I 5 
\ 

:4A 4 
:48 4 6 
14C 4 

99 

70 

50 

~- ---------- ------------- --------t---------~--

Mental Demand: Measure of degree of concentration and sensory ! 

alertness. · 4 49 

Analytical Ability/Problem Solving: Opportunity to apply a~alyti~a11----;--~1;-, ability and self-starting thinking. I 

-~I---·------------------ --------·- ------IC---- ·---1----------

Responsibility for Work of Others - Supervision: Appraises 
responsibility for work and direction of others. i 

1 10 

- Re;ponsibilit;for Funds, Eq~ipment, Property, Etc.: P~rsonal---~1------~-----
, responsibility and accountability for receipt, storage, issue, or use. 4 32 

---+---------- ------ --- -- +------~-------

9 Responsibility for Accuracy: Opportunity for and probable effect of : 
5 57 

_____ l erro~ ________ ____ ___________ _ ____ j_ _____ ~----
10 Accountabilities: Freedom to act, monetary impact, and impact on l

10
A 5 , 

' end results. :108 1 , 8 90 
J10C 3 1

, 

--- -- --------·------- -----------------------··-- .----- -------

Contacts with Public: Responsibility for effective handling of 
00~~. I 

11 5 80 

~-
12 

--~ -Co~tacts ~ith- E~p~yees: Res~~-~~ibility for effectiv~ handling -~-f -i--
ofuera. 5 

--r-------

49 
-- -----. ·-------- ------------- --------- ---- ------ ---------i--- --- ~------

13 

14 

; Machine-Computer Operations 

Working Conditions 

1 4 38 

2 12 
--------------t------------- ---- ---------- ---- --- --~-- ---f------

15 · Physical Demand I 

WASHINGTON COUNTY 
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PROSECUTING ATTORNEY, SENIOR CASE COORDINATOR  - SALARIES, FULL-TIME
GRADE 18

Prosecuting Attorney, 
Senior Case Coordinator

 Remainder of  
2016  Annual 

1000 0416 1001 SALARIES, FULL-TIME, Slot 0416014 25,052.00$            36,186.00$         
1000 0416 1006 SOCIAL SECURITY 1,917.00$              2,768.00$            
1000 0416 1008 NONCONTRIBUTORY RETIREMENT 3,633.00$              5,247.00$            
1000 0416 1009 HEALTH INSURANCE 3,699.00$              4,932.00$            
1000 0416 1016 LIFE INSURANCE 99.00$                    132.00$               

34,400.00$            49,265.00$         

5.3


	WASHINGTON COUNTY, ARKANSAS
	MARILYN EDWARDS
	Copy of Juvenile Court Position - 0403020.pdf
	Juvenile Court Position

	Copy of PA SENIOR CASE COORDINATOR.pdf
	PA SENIOR CASE COORDINATOR




