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      Effective July 1, 2001

    Transitional Parole Officer 

This class specification describes job content that current incumbents identified as the essential functions of their positions.  Employees may be assigned related work not specifically listed below.  Refer to individual position descriptions for specific work assignments.  Work assignments may be performed with or without a reasonable accommodation to a known disability.

PART I: JOB CHARACTERISTICS 

Summary of Work Performed at All Levels in this Series

Employees in this series facilitate the re-entry into the community of parolees by providing guidance and promoting responsible conduct; analyze risks and case management responsibilities; make recommendations relating to parolee eligibility; and ensure compliance with parole board policies, procedures, and mandates.  Employees work in all levels of security, including segregated and protective custody units; prepare parole cases; assist the Parole Board in conducting hearings for individuals eligible for parole consideration; conduct pre-parole investigations; track populations at correctional facilities to provide parole hearings on a timely basis; provide information to the Parole Board prior to hearings; and implement Board decisions.  Employees manage an offender’s transition back into the community; assess offender risks and needs; develop individualized reentry plans; identify parole conditions; implement the release process from custody to parole supervision; complete review check lists and warrant checks; provide parolees with initial parole supervision requirements and conditions; and monitor offender progress.  Employees facilitate linkages with medical care, social services, and case management in the community before release to lay the groundwork for post-release supervision. 

Organizational Levels Within This Series

Transitional Parole Officer (A/B) 
This title is used for nonsupervisory Transitional Parole Officer.  Employees in this title meet the Minimum Entrance Requirement for Transitional Parole Officer (A/B) described in Part II of this specification.  This title includes two salary ranges, (A) and (B). 

· Transitional Parole Officer at the entry level are paid in salary range (A).  They typically receive detailed instructions and review of intermediate steps in their work assignments and receive on-the-job training.  They may advance to salary range (B) at any time after hire based upon demonstration of level (B) competencies as described in Part II of this specification.  

· Transitional Parole Officer who has acquired the full range of competencies typically developed through one year of on-the-job training and work experience are paid in salary range (B). They can perform typical work assignments without detailed instructions or review of intermediate steps.  Employees at the competency level may provide on-the-job training to new employees.  

Salary range as of 07/01/01:  $34,065.98 to $46,392.32

Problem Solving and Decision Making Responsibilities

Employees in general make the following kinds of decisions.  Decision-making and budgetary responsibility typically increases at higher organizational levels.  

Parole decisions: Employees analyze risks and case management responsibilities; make recommendations relating to parolee eligibility; assess offender risks and needs; develop individualized reentry plans; identify parole conditions; monitor offender progress.  As requested by Field Parole Officers, employees issue and serve parole warrants, detainers, notices of scheduled preliminary revocation hearings and initiate parole rescission in the event of prisoner misconduct, outstanding warrants, and program failure prior to release.
Operations-production decisions: Employees make decisions, with supervisor’s approval, regarding setting or changing annual performance goals, and provide input into setting or changing short-term performance goals.

Interpersonal Responsibilities
Internal contacts: Typical internal contacts are with offenders, inmates and parolees; Parole Board members advising them in sensitive decision making activities; parole staff, correctional staff, supervisors, managers, clerical and support staff to exchange information with them and to take information, orders, or instructions from them; and with people who are in custody to exchange information. 

External contacts: Typical external contacts are with family members of offenders, inmates, parolees, non-managerial and managerial staff working in criminal justice agencies, i.e. probation officers, police officers and community based resources and government or regulatory officials to exchange information with them and to take information, orders, or instructions from them.
Attending meetings initiated by others: Typical meetings attended which are initiated by others are with supervisors, managers, professional/technical and non-supervisory employees from the same organization to coordinate or schedule work activities, to exchange information, to give specialized information, to diagnose or solve problems, to resolve conflicts, to evaluate options or make decisions and to receive training. Employees may attend meetings with community-based resource centers to assist offender in their transition to the community. Employees also meet with various third parties regarding parole related matters.

Chairing or initiating meetings: Typical meetings chaired or initiated by the employee are with clients to exchange information.

Working With Equipment, Machinery, and Tools

The majority of Parole Officers typically use the kinds of equipment, machinery, and tools listed below.  Based on assignment, Parole Officers may use other kinds of equipment, machinery, and tools.

Office equipment: Employees operate personal computers, including peripherals such as printers; standard office equipment such as copiers, telephones, and fax machines; and other keyboard equipment such as typewriters, calculators, and adding machines. 

Mobile tools and vehicles: Employees operate light-weight motor vehicles such as cars and vans.

Hand-held tools: Based upon assignment, employees operate handguns, shotgun, and other weapons. 

Employees operate pepper spray, handcuffs and other restraints.

Electronic equipment: Employees operate and control electronic equipment such as pagers, hand-held radios, video cameras, tape records, and other audio and video machinery.

Using Languages and the Five Senses

Verbal and written language skills: Employees use written and spoken words in English.

Information obtained via the five senses: Employees observe the behaviors, actions, and physical qualities of people; must be able to detect changes in the work environment; and must be able to identify the direction of a sound and focus on one sound among many.

Physical Activities

Based on assignment, employees may be required to climb stairs, walk or run while working, restrain people, and lift or carry objects.

The Work Environment

Job-related travel: This job requires travel within and outside of Massachusetts.  

Work schedule: Employees typically work the same number of hours each week. 

Clothing worn on the job: Employees typically wear office attire or casual attire for fieldwork.  Based upon assignment, employees may be required to wear protective equipment such as body armor.

Exposure to Environmental Conditions, Risks, and Hazards:

Equipment and materials:   Employees may be exposed to poisonous or hazardous chemicals.

Health hazards:  Employees may be exposed to communicable diseases.

People:  Employees may be exposed to physical dangers from people such as parolees and inmates.

PART II:  JOB REQUIREMENTS

Required Competencies

The following competencies are required at the organizational levels indicated.  They are required at the time of hire unless otherwise noted. Employees must also demonstrate any additional competencies required for their work assignments as described on their position descriptions.  Work assignments may be performed with or without reasonable accommodation to a known disability.  

The following competencies are required at all levels in this series:

Subject Matter Knowledge:

Criminal Justice, Law Enforcement: The study of the criminal justice system, including criminal law and policy, police and correctional systems organization, the administration of justice and the judiciary, and public attitudes regarding criminal justice issues.  This competency is acquired on the job in level A.

Criminology:  The study of crime as a sociopathological phenomenon, the behavior of criminals, the psychological and social bases of criminal law and criminal justice systems, penology, rehabilitation, and recidivism.  This competency is acquired on the job in level A.

Psychology: The study of individual and collective behavior, including its physical and environmental bases, the analysis and treatment of behavior problems and disorders, research methods, and psychological assessment and testing methods..

Basic Skills:  
Active Listening:  Listening to what other people are saying and asking questions as appropriate.
Abilities:  
Information Ordering:  Following a given rule or set of rules correctly in order to arrange things or actions in a certain order.  The things or actions can include numbers, letters, words, pictures, procedures, sentences,  and mathematical or logical operations.

Oral Comprehension:  Listening to and understanding information and ideas presented either through spoken words and sentences or through a reasonable accommodation.

Oral Expression:  Communicating information and ideas so others will understand, either in speaking or through a reasonable accommodation.

Problem Sensitivity:  Being able to tell when something is wrong or is likely to go wrong.  It does not involve solving the problem, only recognizing there is a problem.
Written Comprehension:  Reading and understanding information and ideas presented in writing.
Written Expression:  Communicating information and ideas in writing so others will understand.
Complex Skills and Processes:  
Documenting/Recording Information: Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

Evaluating Information Against Standards:  Evaluating information against a set of standards and verifying that it is correct.
Problem Identification:  Identifying the nature of problems.
Interacting with Others:  
Establishing and Maintaining Relationships:  Developing constructive and cooperative working relationships with others.
Service Orientation:  Actively looking for ways to help people.
Social Perceptiveness:  Being aware of others' reactions and understanding why they react the way they do.
Working with the Public:  
Dealing directly with the public, including receiving clients or others doing business with the agency.

Work Styles:  

Adaptability/Flexibility:  Being open to change (positive or negative) and to considerable variety in the workplace.
Attention to Detail:  Being careful about detail and thorough in completing work tasks.
Concern for Others:  Being sensitive to others' needs and feelings, and being understanding and helpful on the job.
Cooperation:  Being pleasant with others on the job and displaying a good-natured, cooperative attitude.
Dependability:  Being reliable, responsible, and dependable, and fulfilling obligations.
Integrity:  Being honest, avoiding unethical behavior, and maintaining confidentiality.
Persistence:  Persistence in the face of obstacles on the job.
Self Control:  Maintaining composure, keeping emotions in check, controlling anger, and avoiding aggressive behavior even in very difficult situations

Stress Tolerance:  Accepting criticism and dealing calmly and effectively with high stress situations.
The following competencies are required at Level B and higher:

Complex Skills and Processes:  
Agency-Specific Competencies:  Applying knowledge of agency policies, procedures, and practices acquired through successful completion of required agency training after completing that training.

Getting Information Needed to Do the Job:  Observing, receiving, and otherwise obtaining information from all relevant sources.
Organizing, Planning, and Prioritizing:  Developing plans to accomplish work, and prioritizing and organizing one's own work.
Interacting with Others:  
Persuasion:  Persuading others to approach things differently.
Required Education, Training, and Experience

Transitional Parole Officer (A/B)

Required work experience: At least two years of full-time, or equivalent part-time, professional experience in probation or parole work, criminal justice, social work, psychology, vocational counseling, or rehabilitation counseling.

Substitutions: 

· An Associate’s degree may be substituted for one year of the required experience on the basis of two years of education for one year of experience.  

· A Bachelor’s or higher degree may be substituted for the required experience on the basis of two years of education for one year of experience.  

· One year of education equals 30 semester hours.  Education toward a degree will be prorated on the basis of the proportion of the requirements actually completed.

Licenses:  Based on assignment, a current and valid Massachusetts Class D Motor Vehicle Operator’s license may be required.

Special Requirements:  No person who has been convicted of a felony or is on active probation or parole supervision shall be appointed as a Parole Officer.

New employees may be hired directly into salary range (B) based upon the following evidence of level (B) competencies:

· A Master’s or higher degree in criminal justice, law enforcement, social work, psychology, sociology, human services, rehabilitation or counseling.
Employees who were initially hired into salary range (A) may advance to salary range (B) at any time after hire based upon the following evidence of level (B) competencies:

· Satisfactory completion of a full year performance evaluation cycle.
The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer.  Women, minorities, veterans, and people with disabilities are strongly encouraged to apply.  The Commonwealth of Massachusetts is committed to providing reasonable accommodation to qualified people with disabilities.
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