
Boundary County
PO Box 419

Bonners Ferry lD 8380s
Phonet 208-267 -2242
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POSTING DATE-COUNTyTD

4/4/2025 PA6E:

POSTIN6 DATE-P

CIOSIN6 DATE:

JOBCODqf SH16 GRAI,E 12 Overall sup€rvtsor

POSMON TYPE: FULLTIME

VA Y.rcI oE PF so T IoNI NCA

STARTING WAGE: 27.98

JOB TITLE: CIV|L OEpUTy SpEctAU 5T DEPARTMENTT Sheriff

lmmedlate Supervisor Staff Sergeant

Sherlff

JOB SUMMARY
U ndea I Im ted s U p e rvls on o f th c ch Ie t D e puty a D ep U ty s pec a I st pe rfo ty f d it d d d fi dIm s a va r e o e ta e a n e n e
d u t Ies re Ia t nI to th e ptoce5S a nd se rvtce o f cou rt a ccord I t d i rits f E cution o a nc u n8 o ns
(a t ta chme n t o f c 5, ba n k cco u n ts pe rso na I p rope rt Ie a I Io P e rt ct o ns tc ) t P te Io ro ct on
orde rs ch I d 5 h I te ord c Ie n n e rs P rocess e tc c I De p u ty m ust be o rE a n zed p ra ct ca d tce n
ti me as ea ch co U rt d ocume n t ha s itS t me I I n e d e ad I In e fo i Ir p re pa r nc, p r0c e5S nE, se nI
m a I nta n I nc, nd

POSITION:FUNCNONS

followhS dutlet are representaflve ofthe generaltuoctlons ofthe posl on.
lhay rre not lntEnded to rrpres.nt the enUre func0gnal capoclty of the poslflon).
Thls posiuon performs !ll &fle3 of thc requlred sllllt level snd rliponslblllty aj llit€d.
1' swom ln by sheriff as E Speclel Depuv to pertorm dutle! as prescrlbed by ldaho code. These dutles lnclude se.vtnt lobby.
subpoenar, wrttJ and conducting Real prope.ty Sales tn the Shertffs Otice
2. All tral.ing li perrormed bycurrent ttaff ln the ClvilSecuon.

3' Mult be able to rced, lntErp..t, & procert leSal documents recelved from tdrho court & court! or sgenclcs f.qm other st8ter
4. Provides asslrtance to the teneral and prote$lonal publlc regardlng varlou5 speclftc tlsue, retrEd to le8al clvll procers
5' Procelrer, track!, rcturnt, and e-ftlet llf requlred) allclvll Procerr and Enforcement ptoceii papervrork recelved. wotks
clot€ly whh commlslloned Daputies. convcys lnformatioo relrrdlng dlr€ctlon, urgrncy, cancellatlon, ltc. ofcourt docum€nts.
6. Server lnmates rt th!.lalland may be subJected to offenitve wotd3, .ctlons, or blohata.ds.
7. Must have accountlng knowledg€ of both !cco!ntl payable and aclgunts recetuabte
8' Must have the ablllty to perlorm the dutles €ssociated wlth the CivllTrust b!nk account, tncludln8 but not llmlted tq
dlsburslng chcck, deposlts, .econ.lllnt Eccount! each month & remltttng the Shertfri fees collecred, to the Audtto/! offtce
9. Read, inte.pr.t, & fo,low all procedurei pe.l.l.ho code,ld. Rule! ot grvit proc.dur., td. sh€.ifft Clvil M.nuol& th.shedrf. Omce.
l0 Readlng and lnte'Pretlng legal documents, provid.d by.ttorneys, prlo. to proc..!tnt. chlckln8 fo. lccuracy rnd legal .

contenl before requeetlntthe sherlffsitn a cenflrate of sllc or sherlfft oeed, to a evlare the llab ty ofthe sheriff.
Creath8 a Cenlfk.re of Sate for personal property raler to be stgned by the Sherlff.
11' u5es & reads local, retlonal, & state map5 to determln! county 8y'or ttatc boundarhs relatng to real property execution5
Use Gls, to detarmlne clty & rountY boundarles fot varloug clvil procerles luch ar Domettlc vtolenc! prgtectlon orders.
12' Researchei & lmplements hew and amended letlslatlon dlrectly affecflng the mtstlon and procldute3 otthc clvllsectlon.
13' Abllityto malntaln ,elftontrol & profeislonalltm when de.ltng wtth belllgerant &/o. hlghly .motlonrl defendantJ,
plalntlth, or cmployers when they call, qom. rnto th. offlce. or are berng served. Re!pond5 unalded to the generrl &
professronal pub[c'3 rnqurrres by repryhg to valuery defined questions, ,ecervrnt & relorving comprarots, & exprarnlng

1

Civil wide
legal documents ldaho

Warrants 0istra int,
Specialists and wlth

management received own
returnlnS.



servlceg, pollcies, procedu.es & rchedules.

14' Have the abllltY to mak! profasllonal phone calls and/or send emalls to employers, ban1(5, End defendanB rcgardtng
dcbtcollecllon forerqcuflont and Warrant! of Dlrtralnt,

' Entet! data In all toltwlre pretrams and multiplr llve computer proSramr u!€d by the sherlf/r offlce on a dalty ba!i5.
dlb and verlft€r Informauon entered into the datab.re.

16. P!rforms etfectlvely aod efflctently tn stressfulor eme rgen.y situa0on r. Good communtca on 3klllj and p.oresrlonaltsm
are nq6essarY when servlnS dqcument5, worklnt wlth the public or other profeitlonal offlces, and whlle provlding cuJtomar
!ervice ln pcrron, vla emallor over the phone.

u cap!ble of worklng wlth and coo.dinaung wlth multlple departmeoti or agencles wlthln Bounda.y county and outslde
the county o[ state, IncludlnS: court orflces, Pro(cuto/5 offtce, P!blic oef€nde/s offica, Audltor,s offlcg Trcalure/a offlce,
Balllffs office, County Asslstance offlce, goCC, tdaho State tndustrtal
18' Serls gurdance trom the she,i,rs offrce crvfl AttorneyIor any questrons, probrems, obstacres reralng to procedure
legslltles that arl5e, due to the hlah levelof liablltty bestowed upon the OvI Section.
19' Mlrntarns a potruve, hlrprur, construc{v€ attrtuda and workrnt reraflonrhrp rrylth the depanment supervrsor &
dep€rtment.l !mploy.ei, other County employeer, Elected Omcle15, & the publlc. Ablllty to t re tact, dlrcre on. & rourteiy
ln lnterdepartm'ntal, ett€malagency, & publlc contact!, & to properly handle hlghly !enst0ve & confldenflal tnformatton
ln ! professlonll manner.

20. Evldlnc. Cunodl.n-Th! clvll deputy functlonr a! evldcnce cu:todtan for thr agcncy.
rhE rcgulres intake o' ,ll wldence submltt€d by deputles after belq selted ln the fletd. such evtdence ls lott.d tn by the
handllnr road deputY/detactlvr, cntered lnto the at.n.y complter syit.ms, and phyrtqa,y rtored ln evlden€e locke,..
Th€ clvll deputy ttansf€rs the avldence to a lecure evldenc! vault and proqeilei a record of th€ evldenca trsnsfcr
(chtln'qt'custody)lnto the atencY computr.syst€ms ar wellai generathg I hard-copy flle. Evldeflce lJ rtored d€pendlng on
typ! or mlY bc lmmedhtely procesied out for t6tlnt to rny onc otreveralttltr labs or labj elsewher! ln the country.
Itemt processed by the Evld€nce Custodlan ,lso lncluda all found proprrty at |i€ll ai property kept ,or safekeeplng.
The evldence custodiin l! retpooslble for makln8 rure the chBln of custody 15 m€lntained on .vidend!,y lt.ms, th.t evtdehce
ls proce$ed and stored safely rnd correcth, and th.t all materia15 ln evldence 8.e eventuallyi {1} .ctqrn.d to the proper party,
(2) cooverted for alency use, (3) destroyed, or (4) rtored ror set perrods or rndofrnrtery.
21 i3co'dt cuitodl'n'As recordt custodlan for the rh.rfrt offlce, the .lvll deputy handt€s mulflpl€ records .eq!est! dally,
By pollcy, reSsrdlca! of tha tourcg all requests mutt be in w.ltint and hEndhd only by the ctvl d.puty !r recordi cu5todlan.

Although the recordt cultodlan mutt be completely conversant wlth the requkementr ot ldaho,5 publtc Records Act,
ptgblomltk l5tuel as to wheth€r ceal.ln recordr rre erarnpt from diSclotuae or thould be releaSed, ln whole orin part,
6re revlcwed by 

'lvll 
coun*l fo r th. rh.rlfFs offlcc. Eylaw, responrertoa records request mu3tb€ provlded wlthln ten {10)

buslnllt days of recslpt (wlth tome excptlont). Racodr requ elt .erponres, whether they r€sult h tha relear! ol recordg
or not, tre drSfted by the racords custodrsn, Records rncrude wrrtten, computerhed, drgrtar, audro, vrdeo (b.dycam
,/ bulldlnt orjairsecurrtyl ar ofwhr.h muit be revrewed for redactron! at mandated by rdaho code o. atency porrcy,
22. Abandoned / Towcd vehlcles

The clvlldeputy li respontlble forthe ptoceislnS of all abandoned/towed vehtcl€s, and attlmes vehtaler lmpounded at
ltolen orar evrdeoce. statc rawsets speciffc requrremen* and flme rrmrts forthe processrng oftowed vehrcrei,
wlth thr corts slrocirtcd wlth the tow & storate of a ychlcle to be bomc by the sh.rtfps gfflce L lt t! .!trb,l!hed at a h€arlnt
th6t all ldaho cod! requlrement! for tow and tto.age were not net. The clvll deputy revlews .ll tow p.perworlq .nd prepare!
all follow-!p forms that mu5t be m€lled or served upon all lnte.ested pa(ler wh e a vehicte Ir in storage. The ovll Deputy
alro does allrelated vehlcl! lnspcctlons, and procr55er allcenlfEateJ offltlc or othrr docum!ntr.stoclated wlth
dliposltlon of any towed vehtcle,

Re8lttered ownets of a towed vehlcle or any other thlrd party entttled under *.te law may reguertr hearlng to contest
probrbh crure for an aSerEy dkected todrloraS., The clvll deputy t! responslble for lchedullnt iuch hearln& prcstdlng ar
hearlnE offlcer, trklng test/mony, and l5sulnS a wrlnln dlterrnlnadon or rullng. lf ! vehlcte ls valucd In lxcers of s750.oo &

remalns unclaimed for a cenaln lenglh of tlme whll€ ln storaSe aft€r towln& the clvlldeputy ls responstble for the auctlon
and tile of iald v€htcle, Includlnt drufting of allfollow-rrp paperwork,
Mrrihrl Outbtl Dutles ar asslgned on a5 needed bailt.
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MINIMUM EDUCATION/QUATIFI CATIONS REQUIREO

TYPICALLY WORK ENVIR ONMENT AND PHYSICAL REqUIREMENTS

K N owtE0G E, sKI tls, A8t UT! ES To Perform job fuu ccess a n d ivl d u a m be a b1e pe rfo m
es5€ nti du ty ta ls facto rl ly The q ll lreme nts itted b e re p res ta of the knowled kie n e I I a ndlo a bi Ity requ .ed
Re onable

Educrllon lnd/ot ErprrhHr Astoclate's degrre or Applled A$oclat€t oelre€ or c.r flcsflon from !n accrldtted two'year
collet' or profa3llonal/trchnrcar ichoor or program iuttesred. one (1) year wo experrence ruglestedr regar secretary,
Parllegal, Accounttn& or rllated fleld.

clrtltk t!l, uc.nt!t, Ratlrtratlonti Must poss€is or hlve the ablllty to obtaln a valld drlve/r licenJe, hav. an scccptable d,lvlnt
recor4 snd be lnsurtble. Becoma Nclc (Netlonal crllne hformatlon centerl cer fled tn order to make restrtcted tnqulriet.
Ca pebh of betn! bonded and becomlng a Notary publc.

tEvE[ot suPERvlsloil - loilc RANGE aoMlNsmAflvE olREcttoNrThe €mployer trneratty proceed! tndeplrd.nth tn accordanc!
wlth leneral plani, pollcle!, and purposet of the depa.tment. Results of work are coniidercd technlcally authorltatlve and
are normally !cceptad wlthout rlgnlfkant chanSe,

wPE ot suPElvlsloN - G!NERAI olR€crlot'l I Th e emPloyee recelvet guld!nc! ln tcrms of broad gosls !nd overall ob,eclve! and
ls responlible for ert.brhhrnt the method! to attarn th.m. The emproycr rs rn charSe of an srea of work .nd typrca[y
tormulrtes pollcy for thls ar€a but doer not nec€ssarlty have finalauthortty forapprovtnB po cy.
tinSurta sklll$ Ablllty to read, analyze/ interpret, and apply procedurei and Informa{on from legal documentg and manualr,
and lqgal manuals ln a !peclallted fletd, flnanclal reponr, and pollcy and procedure manua15. Ercellent oral and wrltten lkllls.
Ablllty to effectlvely pretent lnformauon to attorney!, occallonally Judges, courts and oth€r aSencl€i. Ab lty to provtde .ccurate
proceduraland legal lntorrnatton to the publtc. Ablltty to read, wrtte, hesr, and !pe6k tn EnB[sh.
M'thrmrtlcll Skllltl AbllltY to calculate fl&res and amount! uslng fr.cflons, declmats, and perrentages, jpecmcally for
calcuhth! lnte.est and cornmliston. Competent ablltty to count money and ma ke changa ln US Currency.
R'rto'lnt ablllty! Ablllty to solve practlcil problems rlqulrlng reasonlng to deal wlth a varlety ol concrcG varlablei ln sltuatlon!
wher! only llmltrd rbnd.rdl2atlon exitt. Abllity to lnterpre! ldenttfy, ars.s5, o. dla3nole a varlety gf lnstruclons or
Informatlon fumlshed In written, oral, dla8.am, ot !.hedule forrn and rerpo.d to problem3 or challenger, Ab lty tg .dapt or
modlfy erBtlns iYstem!, procedu res, or methods to new situatlon!. Ablllty to tlnd alternatlve sglutlonS by weighing alternatlve!
& developing actlon phnt. Abllity to p,loritlre work & rcscarch lnformatlon to complete woa tndependently. Ab lty to
multl.t,rk dutle!, tnterrup ons aru rxpected and fr€quent.
Tecllnoh8y and Equlpmenl stllls: Proficlent ability to uie perional computer syrtems and arroclated perlpherati, Mlcrosoft
wlndows 2016 or hlgher, Mlcrosoft omce 2016 or hlther, databarer rpeclflc to the sherlffs office !nd/or the county, !nd th€
abllltY to harn other roftware programs u5ed for servlce of legaldocuments 8nd the accountlng offunds recelved and
dlsbursed, Also compatent wlth tha !ec!re and legal ure of the lnternet, electronlc a.malland ba!lc communicaflons devlces.
lncludln! moblle phon$. Ablllty to ula offlce phone3, copy machtne!, prlnter, rcanne.s, calculator, & teneralofflce equlpmcnt.
Othar Qutllrlcatlonr: Must !uccessfully pasr the County,s pre"employment a

Sherlff's 0epartment backgound and selecUon proces, to lnclude: Oral Boa

nd !ubiequent random drug te5ting and lt.lngent
rd and Polygraph Examlnaign.

phyll.al dcmands descrlbed herc a,e representatlve ofthose that must be met by an employer to !uccessfully perrorm
the er$ntlalfunctlons of thlsJob. The worl environment characterls{cs dercrlbed here a.e.epre*ntathre ofthose an
employee encountert whlle performlng th€ esrentialfunctloo5 of thlijob. Rersonable accommodalols may be made to en-

able lndlvlduali wllh dllablllti€r to perform the ersential functlons. whth p!rformht the dutlet of thl! ,ob, the emptoyee
l! rcgularly requlrld to ule hrnd, to keyboard, handle, or manlpulat. tools used ln performlng the lob.
The cmployee lr frequently required to ltand; sit and reach with hands and armr, Thc employee ls occaslooally requlred to
walk; cllmb or balance; stoop, kneer, crouch, or clawr and ta5te or smel. The emproyee must f.equentry rift, move, carry or
manlpulate up to 10 poundr and occaslgnally llft and/or move up to 50 pou.d5 wlth or wlthout a$lttance or wlth or
wlthour the ure of devrcer .nd/or €qurpmQ.t. whle p..formrnt the du0es of thrs Job, the emproyee mey be expored to
fumer or !lrborn! parucler; or exposed to toxlc or caurUc chemlcalsi regularly expored to germs, bacteria and vlru,
throuSh contact wlth the publlc at the offlce and wlthln the confln.s of the publtc safety Bulldlnt. worklng condltlon! lnclude
belnt subjectto erposure to porentially drfircult orvrolent per,0ns. Norse leyel rn rhe work envrronment ls ugually moderate
TYPICAT WORK HOURS

ANO q!alillcatlonsi this each

are

accommodatlonj may be made to enable lndtvtdua15 wlth disab lder to perlorm the esrenflatfuncflonJ.



weekda or as need ed
DISCTAIMER

To pe rtorm th s j0 b s U cce ss fu I ly a n m t be b rfo hu5 a e to pe rm t e e sse nt a I funct o n s sa tis fa cto r I thitho U t reaso na b d ti
o(

e a ccom mo a o n The a bove sta te me n t5 a r I n t n d d d I be h Ie esc r t e e n ra na tu re an d I ve o f tkb n8 ass 8ne d to jo b They not nte nded to b t de cons rUe a s a n Ist o f I b i I
d ki I

a re5 pons ties d U t esa n s s req u red o f I n d Id u a s I n th e )o b M a h h xclna8e m e nt a s t e us Ive t ig h t to a he I th s jo b d e scrl p t t IIthout ot I

o n a a n t m en ce

Appllcant5 must submh appllcation to PersonnelDlrector by 5ioo p.m. on the clolln t date to the Courthoure Room f22
All applicatlon5 murt b! submitted on a Boundr,y County appltcalon form.
Flllot ol posftlon authorired by Boundary County Commlssione.s

I
rtment H€ad App tr

fled by Personnel Director

Date

App roner

roved m rssrone

Eqlal Employmrnt Opport nlty Stat.mant goundary County doa, not dlr.rlminat. on th. bart! of raa., cotor.
nttlonrl orllin, tendrr, a8! (unh$ a bon. fidejob r.quirement), dlrablhyor ret.lt. on.

indlvidual

t0
this are all-encompas5ed


