
AN EQUAL OPPORTUNITY EMPLOYER
ESSENTIAL FUNCTIONS:
The Intake Specialist provides administrative support to CBCF intake staff. The position receives, processes, and tracks offender referrals; coordinates the flow of legal documentation; completes related forms and reports; maintains databases; compiles monthly statistical reports; and maintains related records. The position communicates with judges, probation and parole officers, county and community agency representatives, attorneys, residents, and the general public. The position may also be involved in the screening and interviewing of offenders to determine eligibility into the program; and provide back-up staffing, when needed. The Intake Specialist serves as a professional representative of the facility, promoting an atmosphere that supports the facility’s purpose and mission and maintaining confidentiality with all information processed through the CBCF program.
PHYSICAL DEMANDS:
Work involves a significant amount of standing, walking, sitting, talking, listening, stooping and reaching with hands and arms. Must be able to lift and transfer up to thirty (30) pounds and have sufficient ability to operate office equipment. 

QUALIFICATIONS:
Must be able to type 20 words per minute and have proficient computer skills. High school diploma or equivalency is required. Some college is preferred. One (1) year experience in a court, community based correctional facility, or criminal justice setting also preferred. Obtaining and maintaining LEADS certification is also required. Must possess strong interpersonal, oral, and written communication skills; have good time management, and be organized. Must be able to work independently and under stressful conditions and deadlines. Must possess a valid Ohio driver’s license and have a good driving record. 

SPECIAL REQUIREMENTS:
Resumes, personal statements, letters of reference, training records or any other pertinent information may be included but not substituted for the application. Applications will not be accepted prior to the posting date or after the submission date indicated below. The person selected will have to undergo a full field background investigation and drug screening.

The Franklin County Community Based Correctional Facility is an Equal Opportunity Employer and will not discriminate on the basis of race, color, religion, sex, sexual orientation, national origin, disability, age or ancestry of any person.

FRANKLIN COUNTY COMMUNITY BASED CORRECTIONAL FACILITY





JOB TITLE: 			INTAKE SPECIALIST  


JOB LOCATION:   		1745 Alum Creek Drive, Columbus, Ohio 43207


BENEFITS: 			Medical, dental, vision, prescription drug, mental health/chemical dependency, life insurance plans; retirement through Ohio Public Employees Retirement System (OPERS); optional deferred compensation plans; and sick, vacation, and personal leave.


ANNUAL SALARY:  	$34,112


APPLICATIONS TO: 	1745 Alum Creek Drive, Columbus, Ohio 43207 or


APPLY ON-LINE AT: 	CBCF.franklincountyohio.gov


	  


DATE: April 17, 2019					DEADLINE: Until Filled


JOB LOCATION:                   











1745 Alum Creek Drive, Columbus, Ohio 43207


SEND APPLICATIONS TO: 1745 Alum Creek Drive, Columbus, Ohio 43207


    OR APPLY ON-LINE AT:	 WWW.FCCBCF.ORG	  


                      		


DATE POSTED:                     September 30, 2014    DEADLINE:  Until Filled








