
COURT OF COMMON PLEAS 
GEAUGA COUNTY, OHIO 

 
POSITION: 

DESCRIPTION: 

Adult Probation Officer 

Under the general supervision of the Chief Probation Officer, supervises adult offenders 
who have been placed on community control and/or probation by the Common Pleas Court 
following conviction of one or more felony offenses or who have been placed on 
Intervention in Lieu of Conviction; conducts required investigations; and performs other 
duties assigned by the Judges or Chief Probation Officer. This is a full-time position (40 
hours per week). A complete job description is available at 
http://www.co.geauga.oh.us/commonpleas/General-Division/jobs. 

OUALIFICATIONS: 

EDUCATION AND EXPERIENCE: Completion of a Bachelor's Degree from an accredited 
educational institution in the field of criminal justice, criminology, social work, psychology, or 
related field. Work experience in probation preferred but not required. Strong typing and computer 
skills required. Working knowledge of Microsoft Office, Microsoft Word, Microsoft Excel, etc. 
Proficiency in record keeping and report writing. Strong understanding of the legal processes of the 
criminal justice system. 

POSITION REQUIREMENTS: Must possess critical skills and expertise. Capabilities in record-
keeping, office practice and procedures, and legal procedures. Ability to maintain utmost 
confidentiality. Demonstrated dependability, reliability, and excellent attendance record. 
Professional appearance and demeanor. Ability to interact and maintain effective working 
relationships with Judges, Magistrates, employees, lawyers, and persons conducting business with 
the court. Must have good time management skills and be highly organized and detail-oriented. Must 
have reliable transportation. Must pass a criminal background check, including driving record, and a 
pre-employment drug test. The selected candidate must successfully complete a six (6) month 
introductory period. In addition, new Probation Officers are required to complete the state-mandated 
Probation Officer certification and training process within six (6) months of hire. 

COMPENSATION: 

SALARY: Starting salary is $38,000 (negotiable) depending on education, experience, and 
qualifications. 

BENEFITS: P.E.R.S. 
Health insurance coverage available first of the month after 60 days of 
employment. 
Two weeks paid vacation after first year of public service. 

Submit resume with cover letter describing how you meet the qualifications outlined above to Nicole Walker, Chief 
Probation Officer, Geauga County Court of Common Pleas, 100 Short Court St., Chardon, OH 44024 or 
nwalker@geaugacourts.org. 

APPLICATIONS WILL BE ACCEPTED UNTIL POSITION IS FILLED 



POSITION DESCRIPTION 
GEAUGA COUNTY COURT OF COMMON PLEAS 

Position: Adult Probation Officer 
Status: Non-Exempt, Classified 
Reports to: Chief Probation Officer 
Work Schedule: Full-time (40 hours per week) 8:00 a.m. to 4:30 p.m. Monday-Friday. A flextime or 
alternate schedule may be approved by the Chief Probation Officer. Occasional overtime or weekend 
hours may be required. 

JOB DESCRIPTION: 

Under the general supervision of the Chief Probation Officer, supervises adult offenders who 
have been placed on community control and/or probation by the Common Pleas Court following 
conviction of one or more criminal felony offenses or who have been placed on Intervention in 
Lieu of Conviction; conducts required investigations; and may be assigned other special duties 
by the Chief Probation Officer. 

JOB RESPONSIBILITES: 

 Regularly meets and contacts offenders, both in the office, field, and other community 
locations such as correctional and/or treatment facilities. 

 Develops case plans in conjunction with offenders to address high need areas and 
identified risk factors. 

 Utilizes evidence-based supervision practices to facilitate behavioral changes. 
 Monitors and documents offender's supervision progress. 
 Monitors court-ordered payment of fines, costs, restitution, etc. 
 Prepares and maintains accurate case records. 
 Enforces offender's compliance with court orders. 
 Conducts pre-sentence investigations and submits PSI reports to the presiding Judge and 

makes appropriate recommendations to the Judge as to dispositions and other matters. 
 Investigates and verifies information provided by offenders when appropriate. 
 Conducts ORAS assessments. 
 Prepares written probation violation reports. 
 Conducts drug screens or monitors drug screening of offenders. 
 Testifies in various court hearings. 
 Monitors caseload based upon classification of probationers (low risk, medium risk, high 

risk, and special needs). 
 Consults with supervisor on casework techniques and specific case situations as needed. 
 Demonstrates regular and predictable attendance. 
 Meets all job safety requirements and all applicable safety standards that pertain to 

essential functions. 



 Attends training and educational seminars, and pursues other professional development 
opportunities to remain current in evidenced based practices. 

 Ability to maintain confidentiality of court information. 
 Must have and maintain a valid Ohio driver's license and satisfactory driving record. 
 Performs any and all other duties as assigned or directed. 
 The position requires some evening and weekend hours, although minimal. 

DISCLAIMER: 

The information provided in this description has been designed to indicate the general nature 
and level of work performed by incumbents within this job. It is not designed to be interpreted 
as a comprehensive inventory of all duties, responsibilities, qualifications and working 
conditions required of employees assigned to this job. The Chief Probation Officer has sole 
discretion to add or modify duties of the job and to designate other functions as essential at any 
time. This job description is not an employment agreement or contract. 

QUALIFICATIONS: 

Completion of a Bachelor's Degree from an accredited educational institution in the field of 
criminal justice, criminology, social work, psychology, or related field. Work experience in 
probation preferred. Must have a valid Ohio driver's license and maintain insurability under the 
County's vehicle insurance policy. Must have or be able to obtain licensure or certification to 
carry a firearm. Must be detail-oriented with exceptional organizational skills. Excellent written 
and verbal communication skills required. Must be skilled in developing effective working 
relationships and resolving complaints. Working knowledge of Microsoft Office, Microsoft 
Word, Microsoft Excel, etc. Interviewing and investigation skills strongly desired. Proficiency in 
record keeping and report writing. Strong understanding of the legal processes of the criminal 
justice system. 

My signature below is acknowledgment that I have reviewed and understand the contents of my 
position description. I am aware of the requirements of my position and will perform to the best of my 
ability the job duties and requirements specified in this position description. 

 
Employee Signature Date 
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