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SUMMARY: The overall purpose and general responsibilities of the job.

Oversees the management and operations of county-operated juvenile institution facilities, including overseeing division operations, supervising personnel, and preparing overall division budget. 
Essential Duties and Responsibilities include the following. Other duties may be assigned.

1. Oversees the management and operations of county-operated juvenile institutions facilities;

2. Administers division programs and resources to ensure the departments strategic goals and mission are accomplished;

3. Works with the Chief Probation Officer and senior management team to identify, research, and propose department policies, practices, programs and services that support the Department’s mission and strategic goals; 

4. Reviews division programs and operation results, comparing them with established objectives and takes necessary steps to ensure the appropriate measures are taken to correct unsatisfactory results; 

5. Directs through subordinate managers and supervisors the ongoing operations of all programs within the division;

6. Responsible for decisions, as required, regarding personnel issues within the division;

7. Develops, proposes and monitors division budget;
8. Ensures division’s compliance with statutory requirements and state administrative standards;

9. Facilitates coordination, collaboration, and communication within department  and across divisional lines;

10. Identifies needed modifications in information systems to provide accurate information for monitoring and management of the division;

11. Identifies division training needs and current information regarding best practices in operating juvenile facilities and makes recommendations regarding in-service and pre-service training; and

12. Serves as institutions liaison to other agencies and divisions.

Minimum Education and Experience. Bachelor’s degree conferred by a college or university accredited by an accrediting organization recognized by the Texas Higher Education Coordinating Board plus ten years of experience in operations at a juvenile secured facility, including at least two years of management experience.   Graduate level education may be substituted for experience.

Special Requirements.  Must secure and maintain certification as a Juvenile Supervision Officer from the Texas Juvenile Justice Department (TJJD).  Must secure and maintain a favorable background investigation.  Must clear a pre-employment physical and pre-employment drug screen test.  Must have a valid Texas driver’s license and a personal vehicle, or available alternate means of transportation.  Required to be on call 24 hours a day.  May be required to work more than 40 hours during the workweek.

Knowledge.  Must have considerable knowledge of the juvenile  correctional and treatment system; good knowledge of Title III Texas Juvenile Justice Code, Penal Code and Texas Administrative Code good knowledge of budget development and administration; knowledge of the Prison Rape Elimination Act; knowledge of personnel practices and procedures; knowledge of proper management policies,  procedures and best practices for secure juvenile facilities;; knowledge of safe handling methods for detained juveniles and juveniles in residential treatment; and knowledge of effective supervisory skills; and knowledge of computer applications utilized by the department. Must have knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, efficiency methods, and coordination of people and resources
Skills.  Must have skill in supervising professional and administrative employees; skill in communicating effectively with diverse groups of individuals utilizing tact and diplomacy. skill in identifying complex problems and reviewing related information to develop and evaluate options and implement solutions;  skill in considering the relative costs and benefits of potential actions to choose the most appropriate one; skill in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems; skill in communicating effectively, both orally and in writing; skill in reading, interpreting, and preparing policies, procedures, and manuals; and skill in communicating effectively with diverse groups of individuals utilizing tact and diplomacy.
Abilities.  Must have the ability to execute approved policies and state administrative standards regarding facility functions; ability to ensure the health and safety of detained juveniles and juveniles in residential treatment; ability to use mathematical calculations to estimate material quantities and project costs;; ability to operate a computer, including word processing and spreadsheet software; ability to develop, organize, motivate, and effectively utilize staff; and ability to establish and maintain effective working relationships with co-workers, County employees, Department Heads, Elected/Appointed Officials, outside organizations, and the general public. Must have the ability to respond effectively to questions and complaints; ability to compile and analyze data; ability to combine pieces of information to form general rules or conclusions; ability to apply general rules to specific problems to produce answers that make sense;
Supervisory Responsibility.  Job has critical impact on division operations, budget and public image.  Employee is indirectly responsible for the safety of co-workers, line staff, detainees, and the general public.  Job responsibilities include constant handling of confidential information/documents such as division personnel records.  Supervises division personnel, including assigning and reviewing work, conducting performance reviews, and recommending personnel actions such as hiring, transferring, promoting, or disciplining, employees.  Responsible for researching controversial and significant issues dealing with facility operations and division employee grievances, complaints and misconduct allegations.  Utilizes tact and diplomacy when dealing with public agencies and contractual service providers.  Provides general program information when conducting facility tours for special interest groups and the general public.  Provides complex or technical information such as operational procedures to the general public.  Employee receives administrative direction when performing the essential functions.  Employee develops unique solutions for completing work assignments working within the bounds of common business practice.  Assist in the development and monitoring division budget. Employee is responsible for policy development and recommending hiring and promotions for the division.  
Judgment, initiative and decision-making.  Expert judgment is required to manage detention and correctional treatment institution operations.  Uses broad discretion to achieve work goals.  Frequently considers the relative costs and benefits of potential actions to choose the most appropriate one. Responsible for making critical decisions that may have broad implications within the organization.   Initiative is constantly required to achieve work goals.  Conflicting or incomplete data is constantly encountered in decision-making.  Decisions are made regarding policy development, legislative interpretation, project planning, group work scheduling and individual work priorities.

Contacts.  Constant contact with staff and co-workers.  Frequent contact with other government agencies, other County employees, Department Heads, service providers, general public and outside organizations.  Frequent contact with Department Heads, vendors, service providers, juveniles, and the general public.  Communication is primarily in person, via telephone, electronic mail and through written correspondence.

Working Conditions.  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.

Working conditions are primarily in an office and within an institutional environment.  Must be able to react professionally and safely under potential or actual volatile conditions.  The employee frequently faces difficult and stressful situations.  The employee has frequent contact with other employees both within and outside of the assigned department, law enforcement and juvenile justice system officials, and juveniles and their families.  Interactions often involve sensitive or difficult issues that require persuasion and negotiation. The employee is required to change tasks frequently and to perform tedious, exacting work. The employee frequently is required to work under time pressures to meet deadlines, to perform multiple tasks simultaneously, and to work closely with others as part of and/or a leader of a team. The noise level in the work environment is usually moderate.

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.

The employee is subject to sitting, walking, standing, reaching and handling to perform the essential functions.  While performing the duties of this job, the employee is regularly required to sit, use hands to operate office equipment, including telephone and computer keyboard, reach with hands and arms, and talk and hear. The employee frequently is required to stand and walk; and the employee may be required to lift and/or move objects weighing up to 20 pounds, such as books and stacks of records. Specific vision abilities required by this job include close vision and the ability to adjust focus.
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