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MAJOR (Corrections)
Grade: 

FLSA: Exempt

Date:
4/26/17

Job Summary:  This critical positon involves senior performance level management work.  The Corrections Warden/Major is charged with the responsibility of maintaining and operating the St. Mary’s County Detention and Rehabilitation Center and Court Holding Cells (Circuit and District).  This position requires the employee to use considerable judgment in interpreting the intent of the guidelines and generating specific guidance for use by subordinate managers in developing various components of the overall Corrections Division.  This employee serves as the chief administrator for the Corrections Division and exercises considerable independence in the performance of duties with only general guidelines.  This is a leadership position served at the pleasure of the St. Mary’s County Sheriff.
____________________________________________________________________________

Essential Functions:
1. 
Advance the Organizational mission, goals, and objectives of the St. Mary's County Sheriff's Office, Corrections Division:

-
Enlists commitment and support for organizational mission, goals, and objectives.

-
Develops a comprehensive planning document, strategies and action plan.
- 
Establish organizational priorities in order to achieve Corrections Division goals and objectives.

-
Oversee all policies and procedures governing the Corrections Division's relationships with courts, law enforcement agencies, Maryland Department of Public Safety and Correctional Services, Maryland Department of Health and Mental Hygiene, etc…

-
Provide special reports and summaries to the Sheriff and Assistant Sheriff, as needed, to include personnel, operational matters regarding employees assigned to the Corrections Division or buildings. 

-
Submit periodic reports on activities of the Corrections Division.

-
Participate actively in a member and/or leadership role with major organizations such as:  Maryland Correctional Administrators Association, American Correctional Association, American Jail Association, Pre-Trial Justice Institute, Maryland Association of Counties, and other such organizations that directly impact the quality of correctional operations in St. Mary's County.


-
Serves on special boards and committees.
2. 
Supervises, Plans, and Coordinates Correction Division Activities:


-
Employs appropriate legal and professional management and decision-making practices in all matters involving recruitment, selection, promotion, staff development, fiscal management, and fiscal controls, standards compliance, program development, discipline and discharge, the enforcement and development of policy and procedure.


-
Plans, organizes, coordinates, and/or directs the activities of the Detention Center facilities, which includes all pre-trial operations, diversion programs, and alternatives to incarceration programs.


-


Direct and supervise the preparation of the Division's annual budget, prepare and maintain various reports and testify before the Commissioners of St. Mary's County on elements in the budget.  Draft requests for grants and additional funds.  Ensure compliance with grant requirements, if awarded.  Present recommendations on staffing, facilities, equipment and budgetary needs.

· Formulate and enforce policies and procedures governing the administration of all correctional activities.  Ensure compliance with all mandated, required and accepted Maryland Commission on Correctional Standards (MCCS) and all Federal and COMAR Guidelines, Maryland State Statutes and full range of case laws and constitutional mandates inherent for the operation of the St. Mary's County Detention Center.

· Responsible for maintaining secure holding facilities for persons legally confined in St. Mary's County at all security levels.

· Sets priorities for handling special projects and review reports made by subordinates concerning their areas of responsibility.

· Discuss problems with Corrections Division staff members and attempt to resolve them.

3.
Research, Investigation and Analysis:

· Plan and direct comprehensive research and activities in relation to anticipated or ongoing correctional programs, or any and all changes in the field of corrections that impact the existence of correctional programs.

· Establish, evaluate, and change programs of specialized training for all employees in the Corrections Division as mandated by the Maryland Police and Correctional Training Commissions.   Maintain awareness of training needs of personnel and recommend programs to fulfill needs.

· Conducts varied investigations in a thorough and professional manner.  Evaluates subordinates’ performance and review evaluations completed by others.

· Prepares responses to complex inquiries, problems and/or complaints in a timely manner.

· Oversee complaints against staff members and make disciplinary recommendations, when necessary.

4. Promotes Community Relations Programs:

· Ability to speak to diverse groups.

· Provide and maintain a positive public service environment that seeks out, screens, and supervises volunteer programs and participation throughout the Corrections Division and to foster a community environment for a supportive volunteer participation.

5. Performs Other Related Work As Assigned:

· Willingly and cooperatively perform tasks and duties assigned which may not be specifically listed in the position description but are within the general occupational category and responsibility level typically associated with the employee's class of work.

· Willingly and conscientiously adhere to the established County Employee Code of Ethics, and diligently and responsibly uphold the County's high standard of customer service.

· Perform public relations duties by serving on special committees and by speaking in schools, in neighborhoods, and to other interested groups.

· Performs, as needed, as a member of various task forces necessitated by Administration.


Required Knowledge, Skills, and Abilities:  

1. Extensive knowledge of Federal, State, and County laws, ordinances and regulations as they apply to detention center operations, pretrial services, pre-release, reentry services, and any other documented guidelines that impact correctional operations in St. Mary’s County;
2. Extensive knowledge and operational experience in theory and principles of institutionalized correctional operations, security, and control, behavioral patterns of offenders or individuals entering arrest and jail confinement, the social factors which resulted in institutionalization, cultural dynamics that characterize criminal development among offender groups, treatment of the offender, the full focus of community corrections and evolving non-institutional alternatives and human resource development principles to build and maintain a strong program.   Extensive knowledge of the development and operations of work release, education, re-entry, mental health, substance abuse, co-occurring disorder programs, volunteer programs, and such other correctional initiatives.

3. Knowledge and skills in planning, developing, implementing, and administering a broad range of corrections functions and programs carried out by employees with the skills to maintain accreditation by Maryland Commission on Correctional Standards under COMAR.

4. Skills in conducting a full range of activities to include contract administration, regularly meet and discuss labor managements and grievance responses.

5. Skill in negotiating agreements with numerous groups and organizations within the Corrections Division, county government, and the surrounding communities.

6. Considerable knowledge of security approaches and techniques.

7. Ability to operate in a confined environment and to function effectively in stressful situations.

8. Ability to maintain composure and work effectively in situations of on the job pressure.

9. Ability to recommend and present innovative solutions to problems.

10. Knowledge of supervisory and management techniques.

11. Ability to utilize a high level of discretion, good judgment and confidentiality.
12. Knowledge of budget development, forecasting and management;

13. Ability to direct, plan, organize and coordinate various correctional and rehabilitation programs;

14. Ability to manage the facility, personnel, operational budget and resources of a Detention Center;

15. Ability to render fair and impartial judgment as to the management of offenders, personnel and other resources; 

16. Ability to effectively delegate tasks and assignments

17. Working knowledge of St. Mary’s County Sheriff’s Office and St. Mary’s County Government human resource policies and procedures and/or ability to gain the knowledge;.
18. Thorough knowledge of the duties and of all correctional uniform positions of a subordinate rank;

19. Ability to resolve human conflict;

20. Ability to communicate effectively both orally and in writing for a variety of situations;

21. Ability to quickly apply knowledge, experience, and reason to arrive at prompt and effective decisions for both routine and critical situations;

22. Ability to show sensitivity to emotions, conditions, and motivations of people with a diversity of sexual, racial, religious, disability and social, cultural, and economic backgrounds; 

23. Ability to read, understand and correctly interpret State and local laws and ordinances and court documents and other documents related to incarceration;

24. Ability to establish and maintain effective working relationships with corrections staff, inmates and the public; and
25. Ability to effectively delegate tasks and assignments.

Education and Experience: 
1. Bachelor’s Degree required with course work in criminal justice, corrections, business or public administration of a closely related field; and/or
2. Corrections, law enforcement, and/or public safety experience with five (5) years executive level management experience; and/or
3. St. Mary’s County Corrections Officer Captain Rank. 

Additional Requirements: 

1. Must be 21 years of age, possess a valid Maryland Driver’s License and be an U.S. Citizen;
2. Ability to pass random drug screening;
3. Use radio to communicate; listen and recognize sounds and voices associated with emergency situations and take proper measures to respond and react to audio information;
4. Available 24-hour call, shift work, weekends and holidays;
5. Knowledge/proficiency of basic computer operations to include Microsoft Offices software; and,
6. Ability to perform lifesaving measures.

Physical and Environmental Conditions: 

Work requires moderate physical effort in the handling of light materials or boxes in non-strenuous work positions up to 30 pounds.
The work environment involves high risks with exposure to potentially dangerous situations or unusual environmental stress which require a range of safety and other precautions, e.g., aggressive human behavior, exposure to bloodborne pathogens and other disease factors at a higher rate than many non-correctional environments, or similar situations where conditions cannot be controlled.



The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.

_________________________




______________

Department Head






Date

ST.MARY’S COUNTY GOVERNMENT 

Detention and Rehabilitation Warden and/or Corrections Major
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