SHERIFF'S AIDE
DEFINITION
Under general supervision, performs the technical tasks related to the administration of Sheriff's Office programs which include providing technical assistance to Deputy Sheriffs in the performance of their duties, and to do related work as required.

EXAMPLES OF DUTIES
Perform substantial amounts of data entry; provide direct contact with arrested persons involving fingerprinting and photographing during the booking process; monitor and control public access to inmate visitation areas, to initial appearance courtroom, and movement within secure areas of the jail through remote operation of security systems; operate communication equipment to process requests for access, movement and emergency response within the jail; accept, inventory, store and release inmate property; accept, inventory, store and disburse Sheriff's Office supplies and equipment; complete relevant departmental reports and forms; monitor radio traffic, various alarms and, when necessary, contact appropriate agency; complete warrant checks, some positions perform maintenance of Westport training facility, equipment and grounds; control access to training facility and performs other related functions; maintain computer database of training facility records; use hand and power tools to construct/maintain target frames and other related material; maintain motorized equipment such as snow blowers, etc.; maintain pneumatic target and electronic systems and performs other assigned duties.

EMPLOYMENT STANDARDS

Education and Experience:  High school graduation or its equivalency, and two years of either full-time work, college/vocational training or military experience.

Knowledge, Skills and Abilities:  Knowledge of the booking process; ability to multi-task in a fast-paced work environment; ability to operate and integrate several computer programs/screens simultaneously; ability to operate standard office machines, police radio, computer equipment and various software programs; ability to establish and maintain effective relationships with inmates, staff and the public; ability to read and understand moderately complex instructions, such as guidelines, regulations, and policies; ability to apply written instructions such as guidelines, regulations, and policies to a variety of situations; ability to give verbal explanation of applicable guidelines, regulations and policies; ability to use simple arithmetic:  add, subtract, multiply and divide whole numbers; ability to interpret requirements to the general public; ability to respond to alarm signals; ability to extract information through oral questioning; and possession of oral and written communication skills.

Special Requirements:  Must have or be eligible for possession of a valid Wisconsin driver’s license and a good driving record.   Must have the ability to lift a minimum of 25 pounds unassisted, including above the shoulder.  Must pass 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, hearing and drug testing.  Must have the ability to multi-task in a fast-paced environment.
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