
 

Programs Assistant/Classification 
 
 

The Burleigh County Human Resource Department will be accepting online applications from Thursday, April 20, 2017 

through Thursday, May 11, 2017, for a Programs Assistant/Classification that is available in the Burleigh Morton County 

Detention Center. This position is full-time with benefits (county pays 95% of the health insurance premium and 15.26% 

NDPERS retirement).  
 
Salary Grade:     7 (Non-exempt)    
Starting Salary:  $21.54 – $23.99 per hour     Type of Recruitment:  Internal/External 

 

Job Summary: Complete a variety of assignments to assist with the inmate classification system and coordination of 

various programs for inmates.  Provide direct services such as: temporary care information, intervention, education, and 

assistance for inmates and civilians. 
    
Minimum Qualifications: 

1. Minimum of three (3) years (at the time of appointment) of law enforcement/corrections, or criminal justice 

programming experience. 

2. Bachelor’s Degree in psychology, counseling, criminal justice, sociology or related field; OR some college 

supplemented by training at a national law enforcement training school. 

3. Extensive knowledge of policies and rules governing law enforcement/corrections methods and practices; advanced 

training or academic work; critical incident stress management and understanding addiction treatment programs, 

cognitive skills programs, and inmate classification systems. 

4. A valid North Dakota class D driver’s license with a clean driving record. 

5. Must pass a civil, criminal and driver’s license background check, and a physical and mental evaluation to prove 

the ability to handle physically and mentally demanding emergencies and stressful environments. 

6. Must complete the State Detention Course and become a certified Corrections Officer. 

 

Duties and Responsibilities: 

 Deliver programs to offenders which are designed to assist in the successful re-entry into the community following 

release from incarceration. 

 Coordinate and implement various programs for inmates in an educational/vocational setting to assist inmates in 

recovery or reintegration. 

 Coordinate educational opportunities and PREA. 

 Implement, coordinate and supervise the inmate worker program. 

 Classification and assessment of inmates in the Detention Center. 

 Assist with all responsibilities of the Detention Center staff, court security and respond to emergency calls. 

 Implement and coordinate educational seminars for inmates. 

 Process requests for services by conducting intakes, obtaining/completing necessary assessments, completing social 

histories, and collecting documentation for the determination of program eligibility. 

 Oversees, coordinates and obtains custody clearance for all outside personnel from community agencies or educational 

institutions that may be conducting programming for the Detention Center onsite of offsite. 

 Maintain Sheriff’s Department code of ethics, policies and the North Dakota Century Code. 

 

Knowledge, Skills and Abilities: 

 Place inmates in the appropriate level of custody (classification) based on intake interviews, evaluation and thorough 

research. 

 Maintain records, prepares reports, and composes correspondence related to programs. 

 Evaluate and present factual information to the State’s Attorney and Judges for evaluation of criminal offenses. 

 Administer special projects, assist in training and participating on special teams and task forces; assist other law 

enforcement agencies. 

 Ensure safety of detainees, inmates and the general public by performing all functions assigned and assisting other law 

enforcement staff as needed. 

 Create a positive and productive work atmosphere by communicating, maintaining a professional manner and a team-

like environment with all other departments, employees, and members of the public. 

 



 

How to Apply: 

 

Tip to Applicants: Read and follow the instructions on the Vacancy Announcement, the application, and any other 

requested item before completing and submitting your application packet. 

 

 Applicants must apply and register at the following address: http://burleighco.com/jobs/.  

 Applicants must also provide : 

1. Resume; 

2. Three (3) professional references; 

3. College transcripts; 

4. Cover letter that clearly explains how the applicant’s work experience is related to the description of essential 

duties and responsibilities, minimum qualifications, and level of work experience.  

 

 Applications must be submitted online by the closing date. All other required documents must be submitted to Burleigh 

County Human Resources, 316 N. 5th St., #106, PO Box 5518, Bismarck, ND 58506-5518 or e-mailed to : 

drhilborn@nd.gov by the closing date listed. Failure to apply online and send required documents will result in your 

application not being considered further. Telephone number: (701) 222-6669. Fax number: (701) 221-3395. 

 

 We only accept applications online. We no longer accept paper applications. We do not receive or accept general 

employment applications. Applicants must apply for a specific position within the County to be considered for that 

position. Some positions require testing to be completed at Job Service North Dakota. All Job Service North Dakota 

locations or Burleigh County’s Human Resource office can assist you with completing your online application. 

 

 Applicants who are residents of North Dakota and eligible to claim veteran’s preference must include Form DD214. 

Claims for disabled veteran’s preferences must also include Form DD214 and a letter less than one year old from the 

Department of Veterans Affairs indicating disability; claims for preference as the eligible spouse of a disabled or 

deceased veteran must include Form DD214, a marriage certificate, and a letter less than one year old from Dept. of 

Veteran’s Affairs indicating disability, or the veteran’s death certificate. 

 

  People who may need additional job information or may require accommodation or assistance with the application or 

interview process should contact Burleigh County Human Resources at 701-222-6669. 

 

Equal Opportunity Employer: 

The employing agency does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in 

employment or the provision of services, and complies with the provisions of the North Dakota Human Rights Act. 

 

http://burleighco.com/jobs/
mailto:drhilborn@nd.gov

