YELLOWSTONE COUNTY, MONTANA
EOE

POSITION ANNOUNCEMENT

Yellowstone County encourages applications from diverse candidates
and candidates who support diversity.

** ESTABLISHING A NEW ELIGIBILITY POOL **
* FEMALES AND MINORITIES ENCOURAGED TO APPLY *

Date: December 12,2011

Class Title:  Booking Clerk Salary: $12.25 per hour
Department: Detention Facility Hours: Variable Hours / Shift Work

Union Status: Teamsters

ACCEPTING APPLICATIONS UNTIL 5:00 P.M. ON DECEMBER 30, 2011
Job description available at Human Resources

FUNCTION:

Full-time position which conducts prisoner intake and release processing and documentation; does related work as
required. The Booking Clerk is a uniformed civilian staff position which performs clerical and administrative
support work involving the booking and releasing of inmates of the Yellowstone County’s Detention Facility.

REQUIRED:
- Graduation from high school or G.E.D.;
- Minimum age of 18 years old;
- Experience - None Required / Training will be provided;
- Must be able to pass a background check.

DESIRED:
- Clerical or secretarial experience and ability to multi-task.

CERTIFICATIONS:
- Become CJIN/NCIC certified within 6 month probationary period.
Sheriff’s Department Employment Statement:
Any individual with a felony conviction, a domestic violence conviction or outstanding warrants is ineligible for
consideration for employment by the Yellowstone County Sheriftf’s Department.

CHALLENGES:
- Performs intake booking and release duties and pat down searches;
- Types, enters data, organizes, maintains and ensures confidentiality and proper disposition of inmate
files;
- Records all cash, property, and personal belongings of inmate into a computer file and places items in an
assigned property locker;
- Complete a CJIN/NCIC workbook and maintain certification.

TO APPLY:
Submit by 5:00 pm on December 30, 2011:
1. Detention Facility Application Form

To: Human Resources, Room 202, Yellowstone County Courthouse or to Montana Job Service, 2121 Rosebud
Drive, Billings, MT. Late, incomplete or unsigned applications will not be considered.

Applications are available on line at www.co.yellowstone.mt.gov Inquiries may be directed to Sgt. Steve Metzger
at (406) 254-7923. Applicants who require special accommodation due to disability should contact the Human
Resources Office at 256-2705.
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