
POSITION VACANCY 

Cass County Courts 
Law & Courts Building 

JUVENILE PROBATION OFFICER 

Hourly Pay Rate: $22.1428 per hour - $28.7856 per hour (currently Pay Grade 8, union) 

[Wage Range approximate equivalent—this is an hourly position--$46,057 - $59,874] 

NOTE: 

This is an informational posting only. If you are interested in being considered for this position, 

please send your cover letter, resume’ and completed county application to Sarah Mathews, 

Court Administrator, via email: sarahm@cassco.org. Cass County has a drug testing policy, and 

an offer of employment will not be extended to any candidate who fails the drug test. Background 

check required. 

Cass County Courts

Union Posting Date:  7/28/22 

Public Posting Date: _______ 

Job Posting: P22-22

mailto:sarahm@cassco.org


EMPLOYMENT OPPORTUNITY 

Juvenile Probation Officer – Under the supervision of the Juvenile Court Attorney 
Referee/Consent Caseload Supervisor and Juvenile Register/Financial Officer/Grants Specialist 
and as part of the Juvenile/Family Court team, investigates assigned juvenile cases and prepares 
dispositional reports. Provides case management to assigned juveniles in their homes, schools, 
and the community for the purpose of rehabilitation and in line with evidence based best 
practices. Case management includes preparing hearing reports, attending court hearings, 
conducting and/or coordinating random drug screens, coordinates and/or makes referrals for 
appropriate community-based services/interventions; scheduling and attending meetings with 
juveniles and, as necessary, other persons related to a juvenile’s case including other service 
providers, parents, and other caregivers as well as other functions related to case supervision. In 
a back-up capacity, may serve as a non-attorney Referee in very limited circumstances and so 
long as allowed by law in a delinquency case pursuant to MCL 712A.10; MCR 3.913(A)(2)(a). 

Hourly Pay Rate: $22.1428 per hour - $28.7856 per hour (currently Pay Grade 8, union) 

To apply:  If you are interested in being considered for this position, please send your cover letter, 
resume’ and completed county application to Sarah Mathews, Court Administrator, via email: 
sarahm@cassco.org. Cass County has a drug testing policy, and an offer of employment will not 
be extended to any candidate who fails the drug test. Background check required. 

Employment application can be obtained at: 
 https://casscourtsmi.org/wp-content/uploads/2021/10/Employment-Application-2.pdf  

(Works best in a Chrome browser) 

Cass County Courts

mailto:sarahm@cassco.org
https://casscourtsmi.org/wp-content/uploads/2021/10/Employment-Application-2.pdf
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CASS COUNTY COURTS’ 
JOB DESCRIPTION 

 
JUVENILE PROBATION OFFICER     Union position 
 
Supervised by: Juvenile Court Attorney Referee/Consent Caseload Supervisor and 
 Juvenile Register/Financial Officer/Grants Specialist 
 
Supervises:  None 
 

 
All Court employees are subject to the Chief Judge Rule, MCR 8.110, including MCR 8.110 
(C)(3)(d) which gives the Chief Judge authority and responsibility to supervise the performance of 
all court personnel, with authority to hire, discipline, or discharge such personnel, with the 
exception of a judge's secretary and law clerk, if any. 
 

 
Position Summary: 
 
Under the supervision of the Juvenile Court Attorney Referee/Consent Caseload Supervisor and 
Juvenile Register/Financial Officer/Grants Specialist and as part of the Juvenile/Family Court team, 
investigates assigned juvenile cases and prepares dispositional reports. Provides case management to 
assigned juveniles in their homes, schools, and the community for the purpose of rehabilitation and in line 
with evidence-based best practices. Case management includes preparing hearing reports, attending court 
hearings, conducting and/or coordinating random drug screens, coordinating and/or making referrals for 
appropriate community-based services/interventions; scheduling and attending meetings with juveniles 
and, as necessary, other persons related to a juvenile’s case including other service providers, parents, 
and other caregivers as well as other functions related to case supervision. In a back-up capacity, may 
serve as a non-attorney Referee in very limited circumstances and so long as allowed by law in a 
delinquency case pursuant to MCL 712A.10; MCR 3.913(A)(2)(a). 
 
Essential Job Functions: 
An employee in this position may be called upon to do any or all of the following essential functions.  These 
examples do not include all of the duties, which the employee may be expected to perform.  To perform this job 
successfully, an individual must be able to perform each essential function satisfactorily. 
 

1. Trained on and timely become proficient in navigating and utilizing OnBase EDI System as OnBase 
becomes available to Juvenile Court including uploading and indexing functions and timely 
processing of documents in assigned OnBase queues. 
 

2. Experience with and ability to utilize the Court’s information system (Judicial Information Systems 
[JIS]) to perform job related functions is desired and in the absence of such experience the 
willingness and ability to gain the necessary knowledge is required. 
 

3. Engage in regular training to maintain current knowledge related to all job functions as well as to 
develop additional knowledge necessary to carry out job functions. 

 
4. Timely investigates the background of formally adjudicated juveniles and their families and gathers 

information from a variety of sources including interviews with and review of reports or documents 
from law enforcement officers, parties, school officials, victims, family members, Department of 
Health & Human Services (DHHS), service providers, and others involved with the assigned 
juvenile.  Timely assesses home, school, and other factors in the juvenile’s environment. Upon 
completion of investigation, timely prepares written dispositional reports outlining details of 
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appropriate recommendations during period of probation after assessing juvenile’s full range of 
needs which may include placement, treatment, and other relevant information. 

 
5. Investigates the background of juveniles placed on consent calendar or another diversionary 

program. This includes gathering and assessing information regarding juvenile’s home, school, 
mental health services, and any other relevant information. Develops and writes consent contract 
the day the Court places the juvenile on consent calendar or soon thereafter. 

 
6. Orients juveniles on terms of probation after Court enters dispositional order obtaining signatures of 

juvenile, parent, probation officer and the Court to document consent to and understanding of 
probation terms. 

 
7. Facilitates pre-trial release conditions such as home detention, tether, no contact orders, or any 

related issues as directed by the Court. 
 

8. Provides case management to assigned juvenile in their homes, schools, and the community for the 
purpose of rehabilitation and in line with evidence based best practices. Maximum of 20 formally 
adjudicated juvenile cases; no maximum for consent or diversion juvenile cases. 

 
9. Administers and/or coordinates random drug screening and provides results to the Court, as 

necessary. Drug screening is done according to Court policies and best practice standards, currently 
the MATCP Drug Testing Manual. 

 
10. Assign and monitor community service for juvenile with various community agencies as well as 

arranging for specific projects and supervising, as necessary. 
 
11. After training, performs preliminary breath tests (PBTs) as a certified operator. Administers and 

maintains PBT machine. 
 

12. After training, performs live scan fingerprinting for all petitioned and adjudicated juveniles and 
submits to the State of Michigan.  

 
13. After training, completes DNA testing or coordinates DNA testing, on all felony adjudications and 

as otherwise required by law, and submits to Michigan State Police (MSP). 
 

14. Coordinates Michigan Sex Offender Registration Act (SORA) services, as required by law including 
reviewing requirements of SORA with juveniles and their parents/guardians as well as providing any 
additional information necessary to fulfill the requirements of SORA. 

 
15. Become certified to operate video recording equipment if necessary and if requested by the Court. 

 
16. Prepares written hearing reports providing the court with updates about each juvenile’s progress on 

probationary terms from contacts with the juveniles, parents/guardians/ agencies, and service 
providers and then making specific recommendations to the court on each juvenile’s case. Makes 
recommendations to the Court about transfers from consent to formal probation, as necessary.  
 

17. Attends court hearings for juvenile under supervision and provides testimony regarding details about 
specific recommendations to the court. 

 
18. At least weekly, schedules and attends face-to-face meetings with formally adjudicated juveniles to 

monitor progress. 
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19. At least monthly, schedules, travels to, and attends face-to-face meetings with all juveniles placed 
in an out-of-home placement to monitor progress, which includes meeting with placement therapists, 
supervisors, facility, and facility staff. 

 
20. On an as needed basis, schedules, and attends face-to-face meetings with informally adjudicated 

juveniles to monitor progress on consent contracts or diversion programs. 
 

21. Consults, collaborates, and attends meetings with other persons related to a juvenile’s case 
including school personnel, relatives, parents, alternative caregivers, law enforcement personnel, 
DHHS staff, DOC staff, treatment providers, service providers, and childcare facility staff to monitor 
and support compliance, school attendance, treatment status/progress and to share on and 
problem-solve other issues including participating in the development of the juvenile’s 
service/treatment plan.  

 
22. Monitors all formal, consent, and diversion probation compliance as well as facilitating or providing 

crisis intervention as needed using problem-solving skills to provide appropriate responses taking 
into consideration case history, best practices and court policies and procedures. This position is 
available to others, including law enforcement, to assist in deescalating probationers at home, 
school, or in any other location. 

 
23. Coordinates and/or makes referrals for appropriate community-based services/interventions, which 

frequently includes mental health and educational services. Becomes knowledgeable about 
community services so that appropriate referrals can be made. 

 
24. Counsels juvenile and their families about basic employment, family relationship and educational 

issues and makes appropriate referrals regarding these issues. 
 

25. Become trained on and proficient in utilizing a standardized assessment tool approved and adopted 
by the Court according to evidence based best practices. 

 
26. Acts as a liaison with the community, including the schools, school administrations, Department of 

Corrections (DOC), Sheriff’s Department, other local law enforcement agencies, parents, medical 
providers, community mental health, other mental health providers, parents, and community 
members to facilitate coordination and cooperation in the delivery of Juvenile Court services and to 
address case-related issues and problems. 

 
27. Transports juvenile in personal vehicle to various court directed or ordered services/events. 

 
28. Coordinates and facilitates with local schools, attorneys and the Juvenile Attorney Referee, the Teen 

Jury program to provide teens with peer-driven interventions.  
 

29. Maintains accurate records and documentation regarding case management functions and 
monitoring and oversight of juvenile assigned to caseload including documenting in writing 
telephone calls, visitation, and other relevant contacts by creating and maintaining personal files 
and contact sheets for each case. 

 
30. Meets with juvenile in violation of court ordered probation terms and conditions and attempts to 

obtain voluntary compliance and in the absence of compliance or whenever necessary and allowed 
by law initiates the issuance of probation violation notices and pick up orders for violations of 
probation terms and conditions. 
 

31. Serves in an on-call rotating capacity as primary person for after-hours problem-solving and 
resolution regarding juvenile issues beginning at 5:00 pm through 8:00 am the following business 
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day (which may include weekends) collaborating with first responders, law enforcement, 
prosecutors, juveniles, parents, and alternative caregivers along with the Attorney Referee or other 
Juvenile Court personnel, as necessary. Contact must be made with the Attorney Referee or Judge 
for any out-of-home placement decisions or any issues, which this position cannot resolve. If the 
Attorney Referee or Judge directs out-of-home placement of the juvenile, then this position arranges 
transportation, holdovers, detention beds, and facilitates other placement issues including 
preparation of necessary Court orders and related documents. 

 
32. Regularly interacts and communicates with attorneys, prosecutors, DHHS staff, parents/guardians, 

other caregivers, foster parents/families, Court staff and other agency staff members for purposes 
of collaboration, problem-solving and case management. 
 

33. Collaborates with the staff of the Home Detention and Electronic Monitoring components of the 
Intensive Probation Program regarding all activities occurring on their caseload, including screens, 
monitoring performance and processing vouchers of payment for RDSS workers. Schedules and 
attends electronic monitoring installation and communicates with DOC regarding juvenile’s 
schedules and violations while under electronic monitoring supervision. Coordinates with the State 
of Michigan scheduling of training for non-law enforcement RDSS workers.  

 
34. Trained on and able to carry out pat down methods, use of handcuffs, belly chains, ankle shackles 

and other restraining devices for same gender juveniles and only used as directed by the Attorney 
Referee or Judge for safety in Court, at meetings, during RDSS transports and otherwise. Also 
trained on sally port and courthouse security protocols.  

 
35. Proficient in juvenile waivers including traditional, designated, and automatic waivers. 

 
36. Knowledgeable about interstate juvenile placement issues. 

 
37. Trained on and able to administer NarCan (generic: Naloxone hydrochloride injection) or equivalent. 

 
38. Working understanding of juvenile development including the impacts of trauma, drug use and other 

environmental factors as well as evidence based best juvenile practices. 
 

39. Develops and maintains communication skills tailored for diversity including diversity in ethnicity, 
educational levels, and economic backgrounds. 

 
40. Develops skills in creativity to address unique challenges related to carrying out the duties of this 

position. 
 

41. Have a working understanding of public and private insurance programs, including Medicaid and 
facilitate completion of Medicaid applications for juveniles in out-of-home placement. 

 
42. Knowledgeable of applicable juvenile fines including oversight fees, state minimum costs, crime 

victims’ rights fees, restitution orders, drug screen fees, DNA fees, placement costs, and any other 
related costs. 
 

43. Proficient in knowledge and understanding of juvenile Personal Protection Order (PPO) process 
and impact on caseload. 

 
44. Assists in file management and destruction according to established court policies regarding record 

retention. 
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45. Assists Juvenile Register/Financial Officer & Grants Specialist as requested by that position to work 
on financial matters for the Juvenile Court including the collection of costs, fines and restitution and 
providing other back-up duties as requested. 

 
46. Represents the Probate/Family court at school functions with law enforcement and other events and 

meetings as requested. 
 

47. Performs other functions related to case monitoring and supervision as assigned. 
 

48. Obtains membership in and regular engages with Juvenile Justice Association of Michigan (JJAM). 
 

49. In a back-up capacity, may serve as a non-attorney Referee in very limited circumstances and so 
long as allowed by law in a delinquency case pursuant to MCL 712A.10; MCR 3.913(A)(2)(a). 

 
50. Performs other duties and responsibilities as assigned. 
 
Required Knowledge, Skills, Abilities and Minimum Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities, and minimum qualifications 
necessary to perform the essential functions of the position.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the job. 

 
Requirements include the following: 
 
1. Bachelor’s degree in criminal justice, sociology, psychology, social work, or other education that 

qualifies the person to fulfill the requirements of this position. 
 

2. Two years or more of demonstrated experience preferred, including internships, clinical coursework, 
and on-the- job training, in juvenile justice, counseling, mental health, correctional, or substance use 
disorders. 
 

3. Demonstrated knowledge and skill in investigative and interviewing techniques preferred including 
the ability to effectively obtain case related information from and about parties, employers, and 
others.  
 

4. Completion of the Michigan Judicial Institute Certification Training for Juvenile Court staff within two 
years after date of hire. 
 

5. Certified in forensic interviewing of children or in the absence of such certification a willingness and 
ability to timely become certified. 

 
6. Valid Driver’s License. 

 
7. Working, legal and insured vehicle. 

 
8. Demonstrated knowledge of the juvenile justice system and children's services programs preferred.  

 
9. Demonstrated knowledge of legal research, document production and courtroom presentation 

preferred.  
 

10. Ability to think analytically and apply sound judgment, solve problems, make effective decisions, 
and act with integrity. 
 

11. Demonstrated ability to communicate effectively, verbally and in writing, and the ability to pay 
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attention to detail including the ability to detect errors, determine causes, and make corrections as 
appropriate. 
 

12. Working knowledge of the State of Michigan court system, procedures, court rules and statutes, 
specifically related to Juvenile Courts and in the absence of such knowledge a desire, willingness, 
and ability to timely obtain such knowledge. 
 

13. Ability to consistently demonstrate sound ethics and judgment. 
 

14. Demonstrated ability to maintain professional integrity and respect for colleagues, co-workers, 
parties, attorneys, and the general public and the ability to effectively meet with and interact with 
the general public. 
 

15. Ability to maintain office confidentiality and handle stressful situations. 
 

16. Skill in prioritizing and completing work assignments. 
 

17. Knowledge of legal terminology, format, and standard legal instruments and in the absence of such 
knowledge a desire, willingness, and ability to timely obtain such knowledge. 

 
18. Skills in mediation and the ability to handle hostile individuals and in the absence of such skills a 

desire, willingness, and ability to timely obtain such skills. 
 

19. Ability to be impartial and make timely decisions. 
 

20. Ability to type accurately and quickly. 
 

21. Proficiency in English grammar, spelling, punctuation, and simple mathematical functions, such as 
addition, subtraction, multiplication, and division. 
 

22. Ability to maintain accurate and organized records.  
 

23. Ability to use resources effectively and efficiently. 
 

24. Working knowledge of and ability to use modern office equipment such as computers, telephones, 
fax machines, scanners, calculators, and computer software, including word processing, 
spreadsheet, database, financial, and email/world wide web. Proficiency with the use of Microsoft 
Office tools including Outlook, Word, Excel, and basic skill in PowerPoint is desired. 
 

25. Ability to use recording, photographic, audio and video equipment. 
 

26. Able to and willingly engage in positive customer service. 
 

27. Able to and willingly comply with all Court policies. 
 

28. All Court employees are expected to and shall comply with the Model Code of Conduct for Michigan 
Trial Court Employees. 
 

29. Court employees, like county employees, are expected to possess and maintain a record of orderly, 
law-abiding citizenship, sobriety, integrity, and loyalty as it pertains to and reflects upon their 
employment with the County.  
 

30. Court employees, like county employees, must be physically and mentally able to perform the 
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essential duties of their position without excessive absences. 
 

31. All persons filling Court positions, like county positions, are required to have an ability to read, write, 
speak, and understand the English language as necessary for the position, including the ability to 
follow written and oral instructions. 

 
Physical Demands and Work Environment: 
The physical demands and work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of the job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 

While performing the duties of this job, the employee is frequently required to talk or hear. The employee is 
often required to walk, sit, or use hands to finger, handle or feel objects, tools, or controls. The employee 
is often required to stand and sit for extended periods of time. The employee is required to manage 
stress, be it from dealing with people under duress, from the confrontation and negotiation components 
of the adversarial process or from the demands of decision making. The employee must occasionally 
lift and/or move light to moderate objects. The noise level in the work environment is typical of a busy 
office, ranging from quiet to moderate. 
 
 
 
 
Rev. 7/5/22 

 


