COMMONWEALTH OF KENTUCKY
JOB CLASS SPECIFICATION

PROBATION AND PAROLE INVESTIGATOR

Job Number: 20000661
Job Code: 63080V231016
Job Group: 6300 - PROBATION AND PAROLE
Job Established: 05/16/2006
Job Revised: 10/16/2023

Grade: 12 Salary (MIN - MID): Special Entrance Rate:
$18.680-$28.020 - Hourly NONE
$3,035.50-$4,553.26 - 37.5 Hr. Monthly Salary NONE
$3,237.88-$4,856.80 - 40 Hr. Monthly Salary NONE

PROBATIONARY PERIOD:

This job has an initial and promotional probationary period of 6 months, except as provided in KRS 18A.111.

CHARACTERISTICS OF THE JOB: Characteristics of a job are general statements indicating the level of responsibility and
discretion of positions in that job classification. These are not intended to be an exhaustive list.

Completes pre-sentence investigation reports for the Courts and the Kentucky Parole Board by interviewing offenders and using
background investigation tools to complete a thorough examination of the offender; and performs other duties as required.

MINIMUM REQUIREMENTS:
EDUCATION:
Graduate of a college or university with a bachelor's degree.

EXPERIENCE, TRAINING, OR SKILLS:

NONE

Substitute EDUCATION for EXPERIENCE:
NONE

Substitute EXPERIENCE for EDUCATION:

Experience in probation work and/or parole work, corrections, law enforcement, criminal justice, social work dealing with the
rehabilitation of offenders, or in the supervision and care of young adults (ages 12-21) in a residential, correctional, group home,
detention or day treatment program or any combination of the above will substitute for the required education on a year-for-
year basis. Current or prior military experience will substitute for the required college on a year-for-year basis.

SPECIAL REQUIREMENTS (AGE, LICENSURE, REGULATION, ETC.):

Must be twenty-one years of age. Must maintain any required licensure(s), certification(s), or other credentials for the length of
employment in this job classification. Employing agency is responsible for ensuring employee possesses and maintains required
licensure(s), certification(s) or other credentials.
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EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE JOB CLASSIFICATION: Examples of duties or responsibilities are
not to be construed as describing what the duties or responsibilities of any position shall be and are not to be construed as
limiting the appointing authority’s ability to assign, or otherwise alter the duties and responsibilities of a position. This is not
intended to be an exhaustive list.

Prepares and completes Pre-Sentence Investigation reports utilizing various resources including the offender, offender's family,
court records and medical records (psychiatric and physical.) These reports cover the crime narrative of the offense, a complete
criminal history (locally and nationally), employment history, financial obligations (assets and debts), education history, family
background, current family situation, social affiliations, current family members list, physical and mental health history, and
substance abuse history/treatment. Interviews client to gather information about the offender, the offender's background,
social, mental health, and substance abuse issues. Maintains dialogue with client. Prepares and maintains detailed client records
and reports. Prepares and collects all necessary documentation, including birth certificates, driver's licenses, social security cards,
education records, military records, and paycheck stubs/proof of income requested by courts, center office, or Parole Board for
sentencing hearings or legal purposes. Inputs the offender's information into the Kentucky Offender Management System
(KOMS) and maintains this information as the investigation progresses. Prepares and investigates all special assignments such as
pardon, commutation of sentence, custody time credit, and out- of-state requests for offender background information.
Participates in court adjudication and serves as court liaison. Provides recommendations to the court regarding treatment
options for mental health and/or substance abuse issues. Investigates offender's prior criminal history. Utilizes available
community service resources to recommend probation supervision to the courts and Probation and Parole Officers.

UNIQUE PHYSICAL REQUIREMENTS:

Any unique physical requirements necessary to perform the duties of a specific position will be listed on the individual position
description, if applicable.

TYPICAL WORKING CONDITIONS: Incumbents in the job will typically perform their job duties under these conditions.

Incumbents working in this job title perform work in an office setting. Some details require working at jails, prisons, and local
courts.

ADDITIONAL REQUIREMENTS:

Upon employment, employees in this job classification may be required to maintain a valid driver's license and may be required
to drive a licensed vehicle. This status may be necessary for the length of time in this job classification. If this is necessary, it will
be listed in the specific position description for the position at issue. Applicants and employees in this job classification may be
required to submit to a drug- screening test and background check. Applicants and employees in positions which perform job
duties that may require contact with offenders in the custody or supervision of the Department of Corrections or with youth in
the care, custody, or supervision of the Department of Juvenile Justice must meet qualifications pursuant to the federal Prison
Rape Elimination Act, 28 C.F.R.115.17 and 115.317.

The Commonwealth of Kentucky does not discriminate on the basis of race, color, sex, disability, age, national origin, religion, sexual orientation, gender identity or
expression, pregnancy or related medical condition, marital or familial status, ancestry, political affiliation, genetic information, or veteran status in accordance with state
and federal laws.
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