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Law Enforcement and Corrections Recruiter 
Grade 7
FLSA:  Non-Exempt

Date:    01/19
Job Summary:  Performs public relations and administrative duties to promote and facilitate a comprehensive recruitment program for the St. Mary’s County Sheriff’s Office (SMCSO).  Work involves developing and implementing effective recruitment strategies, and requires a self-motivated individual with the ability to pay attention to detail.  The work requires considerable experience in public relations.  The position reports directly to the agency Personnel Coordinator, and will work closely with the agency Public Information Officer (PIO) with regard to all matters pertaining to recruitment. Performs other duties as assigned.
Essential Functions:
1. Implements effective strategies to recruit the best qualified entry level and experienced law enforcement and corrections applicants;

2. Maintains official policies regarding recruiting;
3. Implements the recruitment process to include maintaining a data base on public responses to recruitment efforts and coordinates with Human Resources personnel to review survey responses and other data to determine recruitment priorities;
4. Will maintain agency recruitment plan and prepare annual analysis of recruitment efforts.

5. Ensures wide distribution of recruitment information and applications for employment;  
6. Utilizes most effective and efficient recruitment strategies and tactics to meet agency recruitment and hiring goals;
7. Maintains contact with applicants during entry level and thru selection process;

8. Facilitates entry level testing, including procurement of any needed supplies and requests for support staff;

9.
Reviews and investigates strategies to achieve goal of diverse workforce composition in the sworn and corrections ranks in approximate proportion to the makeup of the available workforce in St. Mary’s County;
10.
Represents the St. Mary’s County Sheriff’s Office professionally and positively both in appearance and attitude;

11.
Keeps the manager of the agency Human Resources section fully appraised of the status of his/her recruitment activities.



Secondary Functions:

1. Liaison with competing agencies nationally and within the region to determine what practices are most successful and how they can be implemented in St. Mary’s County;
2. Increase professional knowledge by attending workshops, conferences etc.;

3. May be required to work beyond normal scheduled hours;

4. May be required to work evenings and weekends.

Required Knowledge, Skills, and Abilities: 
1. Ability to gain thorough knowledge of St. Mary’s County Sheriffs Office policies and procedures;

2. Ability to act as a representative of the St. Mary’s County Sheriffs Office to the public;

3. Knowledge of department practices and procedures and of the practices, procedures, and concepts of the human resources programs;

4. Knowledge of relevant Federal, State, and Local regulations relative to recruitment and hiring, especially Equal Employment Opportunity Laws;
5. Ability to effectively communicate with other staff members;
6. Ability to develop, implement, prioritize, and coordinate program-related activities; 
7. Ability to use available resources to research information;

8. Ability to prepare and maintain accurate records;
10.
Ability to operate relevant computer systems, including hardware and software
Education and Experience:
1. Associates Degree in public relations, business, communications, marketing or a related field. May substitute related experience for the educational requirement;
2. Pertinent experience with recruiting for public safety organizations is preferred.

Supervisor:

Supervisor:  Personnel Coordinator

Supervises:  N/A 

Physical and Environmental Conditions:
Work requires no unusual demand for physical effort.
Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting room, i.e. use of safe work place practices with office equipment, and/or avoidance of trips and falls.           __________________________________________________________________________

The above job description is not intended as, nor should it be construed to be exhaustive of all responsibilities, skill, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.
__________________________________



___________________

Department Head
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