
Barnes County Correc�onal Center 
Posi�on Descrip�on 

Posi�on Title: Correc�onal Officer  

Accountable To: Sergeant(s), Lieutenant, and Jail Administrator 

 
 

 
Essen�al Func�ons & Responsibili�es: 

 Maintain facility security, manage inmate movement, and supervise pre-trial and convicted inmates.  
 Ensure that inmates’ medical, legal, and personal rights are met according to North Dakota Department of 

Correc�ons and Rehabilita�on facility standards, state laws, federal laws, and writen policies of this 
facility. 

 Understand and follow du�es listed in the correc�onal officer post orders.  
 Manage and maintain jail appointments that involve inmates, including but not limited to medical, court, 

lawyer, and programs.   
 Conduct intake procedures with new arrivals / conduct release procedures, as necessary.  
 Conduct accurate head counts / conduct hourly rounds.  
 Conduct observa�on rounds as necessary.  
 Manage inmate behavior and enforce rules; document ac�ons and observa�ons as required by policy.  
 Respond to disturbances between inmates and de-escalate situa�ons to maintain control and security.   
 Conduct rou�ne searches of the following areas: body (clothed and unclothed), cells, common areas, pipe 

chases, and property to control contraband and compliance with facility rules and regula�ons.  
 Monitor security cameras inside and outside of facility; maintain security of who enters and exits the 

facility. 
 Communicates with local and state courts, sends required paperwork for inmates as needed, collects bond 

monies.  
 Must be able to communicate effec�vely with individuals with various mental capaci�es and abili�es.  
 Must have strong communica�on skills, including ability to always remain professional, including under 

stressful situa�ons.  
 Administer medica�ons at proper �mes, once cer�fied.  

 
Minimum Qualifica�ons & Educa�on: 

 This is an entry level posi�on. 
 A high-school diploma or equivalent is required. 
 Must be 18 years of age or older.  
 Must pass a criminal background check in accordance with Federal, State and Local requirements.  
 Must have a valid driver’s license.  
 Must be able to work with various computer programs.  

o Microso� word, Excel, Outlook 
o Learn jail management system, inmate messaging system 

 Must be able to read, write, and understand English.  
 Must be able to read and follow writen and oral instruc�ons. 



 Must be able to li�, drag or pull at minimum 50 pounds and climb mul�ple flights of stairs.  
o Other abili�es required include stretching, reaching, bending, kneeling and occasionally be able to 

control or assist others in physically controlling a comba�ve inmate. 
 
Training Requirements: 

 Complete new orienta�on training / complete con�nuing educa�on as assigned by training officer.  
 Complete a three-week Correc�onal Officer Basic Training, assigned within one year of employment.  
 Will gain cer�fica�on for CPR/First Aid, Taser, OC, and Medica�on Administra�on.  
 All training is conducted under the supervision of the on-shi� Sergeant(s) and training officer.  

 
Schedule & Pay: 

 Must be able to work a rota�on of day and night shi�s. Rota�on occurs every three months.  
 Shi�s are 12 hours, 6am-6pm and 6pm to 6am. 
 Work schedule is 2-2-3 (Every other weekend off) 

o Week 1: Working: Monday, Tuesday, Friday, Saturday, Sunday – Off: Wednesday, Thursday 
o Week 2: Working: Wednesday, Thursday – Off: Monday, Tuesday, Friday, Saturday, Sunday 

 Night shi� differen�al, addi�onal differen�al on Saturday and Sunday for day & night shi�s 
 

 

 

NOTE:  
The du�es listed are not intended to be all-inclusive. Du�es assigned to any individual employee(s) are at the 
discre�on of the appoin�ng authority. 


