
TO: 

FROM: 

PERSONNEL COMMITTEE MEETING 

Crawford County Quorum Court, Elected Official & News Media 

Roger Atwell, Chairperson Personnel Committee 

The Crawford County Budget Committee will meet Tuesday, February 20, 2024, at 

6:30 PM, in the Circuit Courtroom Division I, 300 Main Street, upstairs in the 

Courthouse, Van Buren, Arkansas. 

AGENDA 

Request from the Sheriff's office to change two of the three Detention LT positions job 
description. 



Crawford County Sheriff's Office Job Description 

JOB TITLE: Jail Lieutenant 

DEPARTMENT: Sheriff 

REPORTS TO: Jail Administrator 

GENERAL INFORMATION: The incumbent consults and plans schedules, 

establishes work priorities, and participates in all activities involved in the 

operation of the Detention Center. The incumbent is ranking officer in 

charge of all employees in the center when Jail Administrator is not 

present. The position requires a 24/7 work schedule. 

ESSENTIAL JOB FUNCTION: Essential functions are fundamental job 

duties. They do NOT include marginal tasks, which are also performed, but 

are incidental to the primary functions. The omission of specific statements 

of duties does not exclude them from the position If the work is similar, 

related or a logical assignment to the position nor does every position 

allocated the job necessarily perform every duty listed. Personal 

characteristics required of all employees such as honesty, integrity, 

sobriety, and the ability to get along with others, are presumed qualities 

and may not be listed specifically. The essential job functions identified for 

this job are: 

• Ensures proper billing for housing of city and state inmates;

• Ensures all Inmates get to the proper courts with correct

paperwork, and documents dispositions when they return

from court;

• Creates and checks schedules for daily activities, checks

supplies and equipment, assigns duties, and supervises food

and medical contractors;

• Talks with prosecutors and judges on a daily basis in reference

to setting bonds, court dates, etc.;



• Schedules and arranges dental and doctor appointments,

mental evaluations, and transportation to and from such

appointments;

• Answers grievances, requests, and complaints from inmates

and questions and complaints from the public;

• Assures personnel are properly trained and scheduled;

• Documents all detention personnel hours and sick time,

includes scheduling vacations, and making schedule changes as

needed in absence of Jail Administrator.

• Investigate criminal matters between inmates, inmates and

county employees, and inmates and county property.

• Oversee the prosecution of criminal activity that occurs within

the Crawford County Detention Center facility involving an

inmate (Obtaining warrants or Probable Cause arrests).

SKILLS AND KNOWLEDGE 

EQUIPMENT: The incumbent uses a variety of office and computer 

equipment and related software including telephone, copier, and fax. The 

incumbent uses specialized equipment required for detention operations 

such as fingerprint tools, taser unit, breathalyzer, and OC spray. The 

incumbent operates a vehicle. 

CRITICAL SKILLS/EXPERTISE: All employees must possess a knowledge of 

general written standards and procedures utilized, and have the ability to read, 

interpret, and follow procedural and policy manuals related to the job performed 

by the employee and demonstrate this knowledge in completing job tasks. The 

abilities expected by all employees include being able to respond to supervision, 

guidance and direction of superiors in a positive, receptive manner and in 

accordance with County policies; be appropriately groomed and attired so as to 

present a professional image in accordance with Crawford County mission, goals, 

and policies; report for work promptly and properly prepared at the time and 

place required by the assignment or orders; notify the appropriate supervisor of 



intended absences in accordance with County rules; conform with County 

standards and rules regarding use of accrued time; demonstrate a polite, helpful, 

courteous. and professional image when engaged in any activity with the public; 

operate and care equipment to manufacturers' specifications and/or within the 

specified parameters and in accordance with County policies; demonstrate an 

understanding, consideration, and respect of cultural, religious, and gender 

differences when interacting with the public and colleagues. Critical 

skills/expertise identified for this job include: 

• Knowledge of federal, state, and local laws as related to detention

operations, and the ability to comply with such laws in developing work

objectives, and supervising personnel;

• Ability to work with legal professionals, inmates and their families, and the

public to meet a variety of work-related requirements;

• Ability to supervise personnel to include training and scheduling work

activities, including preparing and updating the necessary documents and

records.

MINIMUM QUALIFICATIONS: High school diploma or equivalent with no 

related experience. Must possess and maintain a valid driver's license and acquire 

basic police academy certification. 

RESPONSIBILITY: The incumbent solves a variety of problems in situations 

where only limited standardization exists, writes standard documentation using 

established formats, or document work performed, actions taken or results by 

writing one or two brief sentences, and interviews or discusses detailed 

information, frequently involving customer/citizen problems or complaints. The 

incumbent has daily contact with other Department employees, employees in 

other departments, employees in other organizations, and the public. Although 

much of the work is standardized, occasional involvement with projects or 

situations that result in new ideas of moderate impact is required. Planning and 

scheduling is significant. Work involves moderately complex, relatively 

standardized tasks, processes and operations Following established laws and 

procedures. Work is assigned by a supervisor who provides general direction in 



following established practices and clear-cut policies. Errors in work may cause 

inaccuracies in reports, records, or technical data resulting in inaccurate or 

incomplete in Formation. 

PHYSICAL EFFORT AND WORK ENVIRONMENT 

ESSENTIAL PHYSICAL SKILLS: The physical activity regularly expected is 

stooping, reaching, standing, sitting, walking, lifting, grasping, feeling, talking, 

hearing, and repetitive motions. The lifting requirements can exceed 50 pounds. 

ENVIRONMENTAL CONDITIONS: Work is indoors in a temperature

controlled environment but can include exposure to outdoor elements on inmate 

transports or outside facility checks. During a typical workday there is limited 

exposure to air contamination, an improperly illuminated or awkward and 

confining workspace. Some exposure to work hazards such as diseases and 

people who are violent and/or mentally ill. 

SELECTION GUIDELINES: Formal application, rating of education and 

experience; oral interview and reference check; job related tests might be 

required. The job description does not constitute an employment agreement 

between the employer and employee and is subject to change by the employee 

as the needs of the employer and requirements of the job change. 

APPROVAL _____ _ 

EMPLOYEE 

APPROVAL ______ _ 

SUPERVISOR 



BUDGET COMMITTEE MEETING 

TO: 

FROM: 

Crawford County Quorum Court, Elected Official & News Media 

Mark Shaffer, Budget Chairperson 

The Crawford County Budget Committee will meet Tuesday, February 20, 2024, at 

6:45 PM, in the Circuit Courtroom Division I, 300 Main Street, upstairs in the 

Courthouse, Van Buren, Arkansas. 

AGENDA 

2024 Budget Appropriations 

• Request from Crawford County Judge to appropriate funds for Budget Year 2024,
into Fund #1000 County General, paid by Arkansas Department of Emergency
Management for the area coordinator office rent at the Crawford County EOC
building for August- December of 2023 & January of 2024. Funds will be used to
help pay expenses incurred at the EOC.

Amount: $1,650.00 Into Line Item: 1000-0500-2020 Building Materials & Supplies

• Request from Crawford County Judge to appropriate funds for Budget Year 2024,
into Fund # 1000 County General, paid by Arkansas Department of Emergency
Management for the area coordinator office rent at the Crawford County EOC
building for February 2024. Funds will be used to help pay expenses incurred at the
EOC.

Amount: $275.00 Into Line Item: I 000-0 I 08-3060 Electric

• Request from the Crawford County Judge to appropriate funds for Budget Year 2024,
into Fund #2000 County Road Department, cash bonds from West Fraser, Inc for
protection of anticipated damage to the county roads from heavy hauling on County
Roads.

Amount: $30,000.00 Into Line Item: 2000-0200-3055 Road Protection Bond

• Request from the Crawford County Assessor to appropriate additional funds for
Budget Year 2024 for Fund# 1000 County General due to the cost of the reappraisal
for Crawford County.

Amount: $14,200.00 Into Line Item: 1000-0105-3008 Property Re-Appraisal

• Request from the Crawford County Sheriffs office to appropriate funds for Budget
Year 2024 from 3 restitution checks deposited into Fund #3428 Jail & Law
Enforcement ¼ cent.

Amount: $190.00 Into Line Item: 3428-0418-2007 Fuel, Oil & Lubricants


























































































































