JAIL TRANSPORTATION COORDINATOR
DEFINITION
Under general supervision, to perform varied and high level, responsible administrative support; and to do related work as required. Responsible for conducting transactions with other employees and agencies in matters requiring detailed knowledge of laws, rules, procedures, policies, precedents and activities, and for supplying information involving facts and interpretations.

EXAMPLES OF DUTIES
Perform the technical duties related to the administration of Sheriff's Office Inmate Boarding program. Responsible for interacting and working with various staff members of the Dane County Sheriff’s Office to address jail overcrowding issues. These duties include, among others, determining daily jail space needs, screening inmates for boarding candidates, coordinating inmate movement to and from other county jails (including mass inmate movement for special events), maintaining computer databases, data entry in multiple formats, and acting as a liaison between the Sheriff’s Office and other public and private agencies. Must be able to check and process a variety of documents; search files for information needed in compiling files and reports; prepare acknowledgments and replies to letters; maintain files and indexes; fill out essential forms; operate a variety of office equipment including personal computers, word processing equipment, calculators, and duplicating equipment; answer the telephone to give information and assistance, and coordinate operations; audit boarding invoices for accuracy and completeness; interpret legal documents; transfer information from various documents to files and databases; maintain follow‑up records; compile information for reports and assist in consolidation and presentation of data; train new employees.

EMPLOYMENT STANDARDS
Education and Experience:  Any combination of education and experience equivalent to graduation from high school and five years of progressively responsible general clerical experience, often including lead work.  Requires competent typing skills, knowledge and experience in data entry. Experience with spreadsheet and database software is desirable.

Knowledge, Skills and Abilities:  Knowledge of modern office procedures and practices; knowledge of laws and regulations affecting departmental operations; possession of effective oral and written communication skills; ability to interpret and apply policies, regulations and procedures; ability to keep complex statistical records; ability to establish and maintain effective relationships with the public and other agencies. Prior experience in a criminal justice related field is highly desirable.

Special Requirements:  Must pass an in-depth background investigation, including but not limited to, verification of education, work record from current and former employers, reference checks, criminal history checks, fingerprinting and drug testing.
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