Job Description

Position Title	Transport Officer/Process Server/Court Bailiff	2016.116
Department	Tribal Courts
Compensation	DOE


Summary of Duties and Responsibilities
Provide for a variety of security services in coordination with the Tribal Police Department and the Sheriff’s Departments and the Court that involve the transportation and supervision of adult and juvenile prisoners, serving both criminal and civil court papers, providing security for the Tribal Court complex and all personnel, performing other routine duties as directed.
Coordinate with the Sheriff’s Departments, Tribal Police Department, Tribal Court and other agencies for the scheduling and transport of adult and juvenile prisoners to and from the jail, detention facilities and Court.
Maintain security and order of prisoners during transit and during Court.
Serve as a Process Server serving notices and/or summons, both civil and/or criminal, on persons as directed by the Court.
Perform Bailiff duties and maintain order during court proceedings.
Maintain a log of daily activities and prepare written reports concerning any incidences or disturbances
Minimum Qualifications
Never been convicted of a felony
Not Convicted of a misdemeanor in the last 2 years
First Aid and CPR certified
Ability to communicate both orally and written
Knowledge and familiarity with various communication devices, i.e. mobile radios, cell phones, electronic paging devices, email, etc.
Must pass an extensive background check
Ability to work as a team member with a history of reliability and dependability
Possess and maintain good driving record and a valid driver’s license at all times
High school graduate or GED and the willingness for further training
Desired Qualifications
POST Certified Reserve Officer (submit a copy of certificate) or willing to complete
Knowledge of self-defense techniques or willing to complete
Knowledge of firearms and pass a firearms qualification course or willing to complete

An applicant may be asked to participate in an interview to establish whether he/she meets the minimum qualifications. Interviews do not create a right to employment and provide no promise or guarantee of employment with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy. Applicants are subject to a pre-employment drug test and at-random testing following employment. Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.
[bookmark: _GoBack]To apply, submit a Tribal Police Application, Tribal Application, and signed Job Description along with your resume and references no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer, ID 83851. For more information, visit our website at www.cdatribe-nsn.gov  or call 208-686-4068.
Sign below stating you have read the above job description and fully understand the qualifications, duties and responsibilities required of this position. Return this job description with the application and your resume.
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