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38th Judicial District 

Community Supervision and Corrections Department 

 
Job Description 

 

Job Title: Pretrial Diversion Officer  Pay Range:  $26,000.00/Yr. 

 

Reports to: Administrator of Field Operations 

 

Supervises: None 

 

Education - Required: High school diploma or GED 

Education - Preferred: AA degree with criminal justice class hours 

 

Experience - Required: Two (2) years work experience 

Experience - Preferred: Three (3) years work experience, knowledge of criminal justice system 

 

Job Duties:  
 Intake process 

 prepare paper work, 

 explain program, 

 computer entry and chronological entry of case, 

 set up case folder 

 Risk needs and supervision plan at intake and every twelve months of pre-trial diversion  
 Contact with defendants 

 office or field reports  
 discussion of problems 

 administer urinalysis/oral swab drug test 

 monitor financial obligations 

 chronological computer entry and filing  
 Case processes 

 Prepare legal documentation, reports for, and attend court, show cause hearings, revocation 

hearings, and MTR hearings, etc. 

 fee adjustments when necessary 

 Knowledge of and compliance with Texas Code of Criminal Procedure Article 42A and 

Standards provided by CJAD 

 Time management skills, organizational skills and self-motivated 

 Ability to get along with all types of people, patience 

 Ability to speak Spanish is preferred, but not required 

 Monitoring probationer adherence to conditions of probation (Electronic Monitoring, CSR, 

AA, treatment, curfew, etc.) 

 chronological computer entry  
 Responsible for collection of court-ordered fees 

 Attend court sessions 

 Interact professionally with Judges, District/County Attorney, all criminal justice staff 
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 Conduct field visits, curfew checks and bar checks 

 Interview defendants 

 Take all phone calls and emails relating to pre-trial diversion caseload 

 Complete court summary sheets on defendants scheduled for court 

 Maintain all other officers case summary sheets 

 Correspondence and delinquent letters 

 Monitor termination list 

 Schedule defendants for administrative hearings as necessary 

 Computer literate (word processing, spreadsheets, databases, etc.) 

 Knowledge of use of office equipment 

 Professional and respectful etiquette and appearance  

 Project management 

 Organizational and time management skills 

 Support the office process 

 Excellent written and oral communication skills 

 Program development and implementation 

 Report preparation 

 Must possess a valid Texas Driver’s License 

 Must have a Cell number at which he/she can be reached 

 Must possess and maintain personal Texas automobile liability insurance 

 Other duties as assigned 

 

Qualifications: To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  Reasonable accommodations may be made to enable individuals with documented 

disabilities to perform the essential functions. 

 

ADDITIONAL REQUIREMENTS WITH OR WITHOUT REASONABLE ACCOMMODATIONS: 

a.  Must possess, with or without corrective lenses, good distance vision in at least one eye and the 

ability to read normal size print.  Normal hearing ability, with or without a hearing aid, is also required.  

Ability to walk, stand, sit, kneel, push, stoop, reach above the shoulder, grasp, pull, bend repeatedly, 

identify colors, write, count, speak, analyze, alphabetize, lift and carry 35 lbs., perceive depth, operate a 

motor vehicle, and operate motor equipment. 

b.  Conditions include working inside, working around machine with moving parts and moving objects, 

radiant and electrical energy, working closely with others, working alone, working protracted or 

irregular hours, traveling by car, van, bus, and airplane. 

c.  Equipment (machine, tools, devices) used in performing only the essential functions include 

computer and related equipment, typewriter, calculator, copier, fax machine, telephone, and automobile. 

 

Certificates, licenses, registrations, or diplomas: Must show proof of high school diploma and/or any 

college hours received. 

 


