HIDALGO COUNTY
SHERIFF’S OFFICE
Job Title:  Commissary Clerk

 FLSA Status:
   
Non-Exempt

Department:   280-015


Civil Service Status:          
Non-Exempt                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
SUMMARY: Provides services to inmates involving the sale and distribution of commissary items, indigent welfare items, recreational and rehabilitation supplies to inmates detained at the Hidalgo County Jail.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Assist general public with any questions regarding inmate commissary system;
· May process information regarding the deposit of money into an inmate trust account for inmate use;

· Provides informal counseling to inmates regarding purchase procedures involving the inmate commissary system;

· May purchase products from approved vendors for sale in inmate commissary;

· Inventory, store, and control products purchased for resale;

· Maintain data records concerning the purchase of said items from vendors and items bought by inmates through the commissary system;

· Maintain records of all incidents and activities during the shift;

· May be assigned to assist in coordinating recreational programs for inmates;

· May be assigned to train new clerks in procedural aspects of job;

· Respond to inmate request forms;

· Will be involved in purchasing products for organizing church services, GED classes, substance abuse classes, Law Library;

· Regular attendance is a must;

· Ability to work well with others.

SUPERVISORY RESPONSIBILITIES
None
QUALIFICATION REQUIREMENT:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed are representative of the knowledge, skill and/or ability required.  Applicant must pass an oral interview and a background investigation.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION and/or EXPERIENCE

· High school diploma or GED;
· Bilingual is preferred.
CERTIFICATES, LICENSES, REGISTRATIONS

· Must have a current valid Texas driver’s license;
· Must be able to be insured by the County’s insurance carrier.
OTHER SKILLS AND ABILITIES

· Knowledge of laws, departmental policies, rules, regulations, instructions and correctional literature regarding the custody of persons;
· Ability to understand and follow instructions;
· Ability to write clear and concise reports and to maintain complete records as required;
· Ability to establish and maintain effective working relationships with other county employees, officials, inmates and the public.
· Ability to solve basic mathematic problems involving addition, subtraction, multiplication and division;
· Ability to use decimals and percentages in solving such problems.
· Ability to speak and write in the English language;
· Ability to read and interpret documents such as safety rules, operating and maintenance instructions and procedure manuals;
· Ability to write routine reports and correspondence;
· Ability to speak effectively before groups of employees or organizations;
· Ability to also speak and write in Spanish preferred.
· Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists;
· Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.
· Employee may be assigned other duties in addition to those listed; duties may change according to the changing needs of the County.
PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job.

While performing the duties of this job, the employee is required to stand, walk, talk, and hear.  The employee is required to sit; use hands to finger, handle or feel objects, tools or controls; reach with hands and arms; stoop, kneel, crouch or crawl.  Employee subdues and restrains uncooperative inmates, runs, climbs stairs, pushes heavy doors, handles and distributes heavy food/drink containers.
The employee must regularly lift and/or move up to ten (10) pounds, occasionally lift and/or move up to twenty-five (25) pounds, and in emergency situations, lift inmates with body weight ranging from 100 to 250 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision depth perception, and the ability to adjust focus.  Employee utilizes all abilities to keep and maintain control of the inmates.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.

While performing the duties of this job, the employee frequently works near moving mechanical parts such as the doors and gates throughout the jail.  The employee is occasionally exposed to fumes and airborne particles.  The risk of electrical shock is present because of the large amount of electrical equipment, which the officer encounters during the shift.  The employee may be required to work outdoors or in areas where temperatures could exceed 100 degrees Fahrenheit or below 0 degrees Fahrenheit.

The noise level in the work environment ranges from moderate to loud.  It is dependent on the activities and demeanor of the inmates.

SAFETY REQUIREMENTS

Maintain physical conditions appropriate to the performance of assigned duties and responsibilities which may include the following:
· Sitting for extended periods of time

· Operating assigned equipment

Maintain mental capacity which permits:

· Making sound decisions and using good judgment

· Handling financial affairs effectively and honestly

· Maintaining confidentiality

· Demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

· Working closely with others

· Working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

· Making observations

· Reading and writing

· Operating assigned equipment

· Communicating with others

ACCIDENT PREVENTION PROGRAM

Required to follow all department’s safety regulations.
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