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CHARACTERISTICS OF THE CLASS 
 
Under the direct supervision of the Classification Supervisor, performs work of a 
responsible and professional nature related to the classification and reclassification of 
inmates housed in the Pinellas County Sheriff's Office Detention and Corrections 
Bureau.  Work is performed in accordance with Sheriff's Office rules, regulations, 
policies and procedures.  Incumbent exercises independent judgment in assigning 
appropriate inmate housing and must possess good interpersonal communication skills.  
The Classification Specialist functions in cooperation with Inmate Records, Medical, 
Programs and security staff.  The Classification Specialist is assigned to shifts which 
continue on 24 hour schedule.  Work is reviewed through periodic reports, performance 
assessments, analysis of records and demonstrated proficiency in completion of 
classification related assignments.   
 

EXAMPLE OF DUTIES 
 
Interviews inmates within 24 hours of admission to the Pinellas County Jail. 
 
Exercises judgment in the classification and reclassification of inmates, as it pertains to 
custody grade, special handling, housing and program participation. 
 
Monitors inmate behavior during the classification process. 
 
Sets priorities and organizes workload in an effective and efficient manner. 
 
Prepares daily housing and availability reports. 
 
Re-classes inmates based on changes in behavior, attitude, custody status, program 
participation or upon additional verifiable information. 
 
Activates, maintains and updates inmate classification records. 
 
Prepares shipment orders for inmates transferred to other facilities. 
 
Authorizes the reassignment of inmates from housing units and facilities and 
coordinates such movement with affected staff. 
 
Refers inmates to appropriate treatment and program resources. 
 
Provides information and assistance pertaining to inmate classification. 
 
Acts as an anxiety-reducing influence on newly admitted inmates, providing guidance 
and information. 
 
Attends specialized training as directed. 
 
Writes reports as necessary or directed.  
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Assists in training of personnel 
 
Performs related work as assigned or required. 
 

QUALIFICATIONS 
 

A. Training and Experience 
 

Graduation from an accredited college with at least two (2) year A.S. or A.A. 
degree in criminal justice, social work, counseling; or related experience, with 
three (3) years experience in the field; demonstrated computer literacy; ability to 
work shifts; or an equivalent combination of training and experience. 
 
A minimum score of 70% on the written clerical examination is required. A typing 
test will be administered to assess skill level. 
 

B. Essential Requirements of the Position  
 

Knowledge of the criminal justice system. 
 

Ability to communicate effectively, both orally and in writing. 
 

Skill in problem solving and decision making. 
 
Thorough knowledge of modern office business equipment, practices and 
procedures. 
 
Good knowledge of grammar, punctuation, spelling and formatting. 
 
Skill in operating data entry equipment. 

 
Ability to work closely and effectively communicate with inmates, correctional and 
medical staff, the public and other criminal justice officials.  

 
Ability to monitor and manage jail population levels. 

 
Ability to prepare statistical tabulations and reports. 

 
Ability to perform all functions of the job classification without posing a threat to 
the health or safety of other individuals in the work place. 

 
Ability to exercise sound judgment. 

 
Knowledge of statutes, ordinances, regulations and judicial rulings governing 
detainees. 
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Knowledge of correctional operations and the rehabilitation techniques and 
programs utilized in the field. 
 
Knowledge of policies, regulations and procedures for the confinement and 
security of pretrial detainees and sentenced inmates. 

 
This list of functions, duties, responsibilities and skills is not intended to be all-
inclusive.  The employer reserves the right to assign additional functions and 
responsibilities as deemed necessary.  


