
JACKSON COUNTY JOB DESCRIPTION 

Sergeant 
DEPARTMENT: CORRECTIONS 

GENERAL DESCBIPIION: 

Under general supervision, performs administrative and supervisory work in the care and security of 
prisoners in the County Corrections Facility. Work involves supervising Correction Officers in the care 
and control of inmates, advising appropriate action to be taken in unusual circumstances, approving or 
denying inmate requests, maintaining the security of the facility and the safety and well-being of inmates, 
reviewing and approving reports submitted by Correctional Officers, and monitoring interactions between 
Officers and inmates. Employee generally provides for the security and orderly operation of the facility. 
Employee is subject to the usual hazards of correctional facility management and law enforcement work. 
Reports to the Operations Lieutenant. 

ESSENTIAL JOB FUNCTIONS 

1. Supervises County Corrections Officers in the care, custody and control of inmates; supervises
the work of line staff to ensure established standards are met; conducts daily inspections of the
facility.

2. Supervises the actions of inmates to ensure proper control is maintained; approves or denies
inmate requests; conducts disciplinary hearings as necessary; approves the use of restraints and
control devices.

3. Directs Correctional Officers in the proper procedures or actions to be taken during an incident or
emergency.

4. Performs routine administration duties for the facility; prepares and records monies paid by
inmates to administration; receives, reviews and distributes incoming and outgoing mail; plans
emergency drills; organizes court paperwork, as needed; maintains records of confinement.

5. Performs routine personnel administration duties for subordinates, including recruiting, hiring,
assigning, reviewing, evaluating, disciplining and evaluating; plans and directs training for the line
officers; monitors time cards; grants leave as requested; monitors general progress.

6. Performs other related work as required.

(These essential job functions are not to be construed as a complete statement of all duties performed. 
Employees will be required to perform other job related duties as required.) 

MIN(MUM QUAUF(CATIONS 

Education and Experience: 

Must have served as Corporal for a minimum of one year. Graduation from high school, and 2 to 
4 years of experience as a line officer; or any equivalent combination of training and experience 
which provides the required knowledge, skills and abilities. Cenification in Basic Corrections by 
the State of Florida. 

Knowledge, Abilities, and Skills: 






