
 

 

State of Arkansas 
Job Description 

 

JOB TITLE: Juvenile Drug Court Officer 

Grade: C117 
______________________________________________________________________________ 

Exempt (Y/N): No     DEPARTMENT: Juvenile Court Division 

DATE PREPARED: June 2009   SUPERVISOR: Circuit Court Judge & 

Director of Juvenile Court 

______________________________________________________________________________ 

SUMMARY: 
  

The Juvenile Officer is responsible for the supervision of juvenile cases and monitoring 

the compliance with court order of juvenile and their families. The Juvenile 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. The Juvenile Officer will also be responsible for 

FINS (Family in Need of Services), diversions, and any petitioned case 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 include the following. Other duties 

may be assigned. 

  

1. Respond to a twenty-four hour on call schedule on a rotation basis with the other 

active officers. 

 

2.  Notifies detained juvenile and family of crime(s), charge(s), and reason for 

detainment, including date, time, and location of detention hearing. 

   

 3. The officer will conduct the initial intake interview, take citizen complaints and 

confer with victims.  All contact with the public will be conducted in a 

professional manner and in compliance with departmental policy and Arkansas 

law and make recommendations to the prosecutor for the appropriate course of 

action. 

 

4. Work with Interstate Compact in returning juveniles to their home states when 

they are runaways, arrested in our county or have a warrant form another 

jurisdiction.  

Work with Interstate Compact to transfer a juvenile’s probation to another state 

when appropriate, and to provide home studies and supervision of juveniles 

whose probation has been transferred to Washington or Madison County. Work 



with other Probation Departments throughout the State of Arkansas to provide 

supervision for juveniles who have moved within the State. 

 

5. Make appropriate referrals to public or private agencies as well as schools, 

community based providers, Department of Human Service; to ensure clients 

obtain services needed.  

 

6. Maintain close communications with all law enforcement agencies within 

Washington County. 

 

7. The Juvenile Officer will supervise cases judicial and non judicial in which they 

are assigned.  The Juvenile Officer will monitor the client’s progress as well as 

adherence to court orders, identifying potential problems, and taking corrective 

action. The Juvenile Officer will perform random visits to the school, home, job 

site or treatment facility as well as require routine office visits and maintain 

contacts with family, and other community agencies. 

 

  

 

8. Maintain, update, and complete all necessary paper and computer documents to 

include, but not limited to: 

    

Maintaining records of meetings with all concerned parties; psychological  

Assessments/reports, social data on probationer 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. 

 

Prepare request for prosecutor to file Motion for Revocation of Probation.  

In emergency situations, complete and file revocation papers.  

 

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. 

 

Maintain all juvenile records in a “confidential” manner, and ensure that 

information relating to a juvenile is not released except to authorized 

persons. 

 

9. Prepare sentencing recommendations based upon consideration of the following: 

Number of previous offenses; seriousness of offenses; drug/alcohol abuse; 

psychological/behavioral problems; problems at home or school, success in 

meeting prior terms of probation, and any assessments by other agencies. 

           



           10.       Appear in court and testify to relate successes or problems, inform the              

court about placement proceedings, and make recommendations about the 

continued detention or release of a juvenile. 

 

11. 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 

 

12. Maintain a current knowledge of Arkansas juvenile code, referral services 

available, shelter placement, group homes, hospital settings, therapeutic 

placements and treatment facilities in the IV Judicial District, and the State of 

Arkansas. 

 

13. Administer drug screens (both written and physical) to juveniles and their families 

as ordered by the court. 

   

 

 QUALIFICATION REQUIREMENTS: 
 

To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily. The requirements listed below are representative of the knowledge, 

skill, and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

 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. Self-motivation and the 

ability to positively motivate juveniles and their parents are essential. 

 

 

 



 PHYSICAL DEMANDS: 
 

The physical demands 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. 

 

While performing the duties of this job, the employee is regularly required to sit, use 

hands and fingers, handle, or feel objects, and to talk or hear. The employee must 

occasionally sit and reach with hands and arms. Specific vision abilities required by this 

job include the ability to adjust focus, distance vision, depth perception, and peripheral 

vision. 

 

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

 

 WORK ENVIRONMENT: 
 

The work environment characteristics described here are representative of those an 

employee encounters while performing the 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. 


