
 

  CLASS SPECIFICATION 

 

Class Title: Pretrial Services & Supervision Coordinator  Class Code: 645 
Department: Human Resources (Pretrial Services)   Grade:  27 
FLSA:  Exempt       Eff. Date: 04/15/18 

       
GENERAL PURPOSE: 
 
Under general direction of the Human Resources Director, creates, implements, and manages all aspects 
of the pretrial services and supervision program. 
 
Davis County is creating and implementing a Pretrial Services and Supervision Program.  The Coordinator 
is a new position and will be responsible for creating, implementing and supervising all aspects of the 
program.  The Coordinator will initially be tasked with establishing procedures to implement the Public 
safety Assessment Tool recently adopted by the Utah Judicial Council, hiring two Case Managers, and 
coordinating efforts with other county and state entities.  
 
EXAMPLE OF DUTIES:  
 
Provides supervision and direction to case management staff; interviews and hires employees;  provides 
coaching, training and on-going support; schedules, assigns and monitors work; conducts performance 
appraisals in compliance with Davis County policies and procedures; documents performance issues in a 
timely manner and properly refers employees for disciplinary action when necessary.  
 
Creates a process for and monitors the assignment of caseloads to ensure appropriate supervision 
levels. 
 
Ensures Case Managers perform intake, risk/need assessments, pre-sentence report (PSR) investigations 
(if court-ordered), maintain up-to-date monitoring of court requirements, provide appropriate referrals 
to outside agencies, and prepare and file “order to show cause” affidavits and related documents for 
instances of client non-compliance in keeping with court approved procedures.  
 
Streamlines the work flow of the work group; monitors accuracy and timeliness of case management 
activities and conducts quality assurance audits. 
 
Integrates county and state resources; serves as a liaison between participants in the judicial process 
including but not limited to courts, defense counsel and prosecutors, jail management and staff, other 
criminal justice agencies, treatment agencies, and the general public; coordinates efforts with the 
Administrative Office of Courts (AOC), the Arnold Foundation and the Harvard Law School Study Group, 
as well as other state, county and municipal agencies as necessary. 
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Evaluates the pretrial program on an ongoing basis; anticipates and develops needs as the program 
maximizes its potential. 
 
Assists in developing, writing, and implementing of internal policies and guidelines. 

 
Operates a motor vehicle in a safe manner and in compliance with all Utah laws and regulations. 

 
Performs related duties as assigned. 
 
MINIMUM QUALIFICATIONS: 
 
1. Education and Experience: 

 
Graduation from a college or university with a Bachelor’s Degree in Social Work, Psychology, 
Sociology, Social Sciences, Criminal Justice, Public Administration or a closely related field, plus 
two (2) years of case management experience, six (6) months of which must include supervisory 
or administrative experience.  An acceptable combination of related education and experience 
may be considered.  
 
Preference for experience within the criminal justice system. 

 
2. Special Qualifications: 
 

Must pass a criminal history background investigation. 
 
Furnish personal transportation for on-the-job travel; employees driving a personal or a County 
vehicle for job related travel must possess a valid driver license and must operate a motor 
vehicle in a safe manner; new employees with an out-of-state license must obtain a valid Utah 
Driver License within sixty (60) days of hire date (exceptions for military personnel and their 
dependents). 

 
Employees driving a personal vehicle while on county business must maintain the minimum 
vehicle liability insurance as specified in the Utah Code. 

 
3. Necessary Knowledge, Skills and Abilities:   

 
Working knowledge of:  supervisory principles, practices and techniques; structure of criminal 
justice system; social casework principles and methods; community social services resources, 
interviewing methods and techniques; crisis intervention techniques; substance abuse and 
addiction. 
 
Skill in using all applicable computer hardware and software. This position may require the 
driving of a motor vehicle; skill in operating a motor vehicle in a safe manner; ability to insure 
motor vehicle is operating in a safe manner; knowledge of Utah motor vehicle rules and 
regulations.  
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Ability to:  plan, assign, and supervise the work of others; address staff performance problems; 
effectively assess and identify needed services, and manage a caseload; research criminal justice 
records and client cases; deal effectively with people of various socioeconomic backgrounds; 
prioritize and perform multiple tasks in a timely manner; interact with judges and other criminal 
justice personnel; maintain complex and confidential records; communicate effectively (orally 
and in writing); follow written and oral instructions; establish and maintain effective working 
relationships with supervisors, other employees, clients, allied agencies, and the general public. 
 

WORKING CONDITIONS: 
 
Light physical effort.  Comfortable working conditions in office environment.  Intermittent sitting, 
standing and walking. Occasionally works in a jail environment.  Travels to court hearings, meets with 
clients. Considerable exposure to stress as a result of stringent reporting deadlines and as a result of 
human behavior. 
 

 
The above statements are intended to describe the general nature and level of work being performed by 
persons assigned to this job.  They are not intended to be an exhaustive list of all duties, responsibilities 
and skills required of personnel so classified.  All requirements are subject to possible modification to 
reasonably accommodate individuals with disabilities. 
 


