
NORTHAMPTON COUNTY LOCAL GOVERNMENT 

NOTIFICATION OF POSITION VACANCY 

June 2, 2022 

Chief Detention Center Administrator 

The Office of the Sheriff is accepting applications for a Chief Detention Center 

Administrator.  This position is responsible for administrative and supervisory work in 

directing the operations of the County Detention Center. 

Education/Requirements:  Preferred Bachelor’s degree in the behavioral 

sciences or related field supplemented by courses in business 

administration and a minimum of ten (10) years of work experience in a 

correctional or detention facility at the minimum level of associate Facility 

Administrator or Warden of a correctional facility or an equivalent 

combination of education and work experience required. 
 

PLEASE SUBMIT A RESUME AND NORTHAMPTON COUNTY 

APPLICATION AVAILABLE AT www.northamptonnc.com  

Mail applications to: Human Resources Department, Attn: HR Director, P.O. Box 

367, Jackson, North Carolina 27845 

Grade 79 - Normal Hiring Salary Range: $75,000 - Negotiable 

Open Until FILLED 

NORTHAMPTON COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND 

HIRES ONLY U.S. CITIZENS AND LAWFULLY ADMITTED ALIENS. 

 

NORTHAMPTON COUNTY IS A DRUG-FREE WORKPLACE.  ALL 

SUCCESSFUL CANDIDATES WILL BE SUBJECT TO DRUG TESTING AS A 

CONDITION OF EMPLOYMENT. 

 

SEE COMPLETE JOB DESCRIPTION BELOW 

 

  
 

 

http://www.northamptonnc.com/


 

 

 

  

General Statement of Duties 

 

Performs difficult administrative and correctional work planning, organizing and directing the 

Detention Center for the County Sheriff's Department. 

 

 Distinguishing Features of the Class 

 

An employee in this class plans, organizes, and directs the detention facility and operations 

to ensure safety for citizens and inmates for the County.  The employee is responsible for the health 

and welfare of inmates under custody.  Work includes directing staffing and personnel, organizing 

and training staff, preparing schedules, requesting and obtaining resources, and overseeing inmate 

activities.  Work also involves researching and establishing procedures for efficient and effective 

operations that comply with local, state, and federal laws and regulations and ensure public, staff, 

and inmate security.  The employee must exercise considerable independent judgment and initiative 

in making decisions regarding inmates and their custody, with suicidal, violent, or mentally unstable 

tendencies, and in dealing with attorneys, state officials, and local court officials, families, and the 

general public.  Work involves frequent public contact which requires tact, firmness, and 

decisiveness in handling routine and emergency situations.  The employee is subject to hazards in 

law enforcement work including working inside a detention center environment, and exposure to 

various hazards such as dangerous persons and loud noises.  Work in law enforcement is also 

subject to the final standards of OSHA on blood borne pathogens.  Work is performed under general 

supervision and evaluated for adherence to state, federal and local laws and regulations, security of 

public, staff, and inmates, and effective and efficient operations. 

 

 Duties and Responsibilities 

 

Essential Duties and Tasks 

 

 Plans, organizes, and directs the operations of the detention center; establishes regulations 
and procedures in compliance with local, state, and federal laws and regulations. 

 Hires, trains, assigns, and evaluates detention center staff; recommend staffing and 
personnel actions regarding staff to department administration; prepares staffing schedules; 
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ensures provision of state-mandated training; participates in promotional processes and 
decisions; performs coaching, mentoring and performance management for subordinate 
supervisors and counsels them on staff management and operations. 

 Prepares budget requests; locates and requisitions resources necessary for operations such 
as clothing, medicines, linens, cleaning chemicals, hygiene items for inmates, commissary 
items, and related supplies; manages food service staff or contract. 

 Prepares requests for proposal, evaluates bids, and manages a variety of contracts including 
food, medical, phone, etc. 

 Coordinates the inmate grievance and discipline procedures; investigates incidents; 
interviews center personnel and inmates and makes determination of appropriate course of 
action; supervises search of inmate quarters for contraband. 

 Investigates and evaluates all inmate services and programs for effectiveness, adherence to 
laws and regulations, and efficiency; schedules all inmate activities; insures proper visiting 
policies; manages inmate food and medical services. 

 Recommends and assists with overseeing building layout, construction and renovation; 
oversees proper maintenance and cleaning of facilities. 

 Recommends and requests necessary information technology needs; oversees effective 
utilization and staff training. 

 Oversees proper disposition of inmates according to court orders; oversees intake and 
release; ensures inmates are ready and available in court as needed. 

 Prepares or supervises preparation of a wide variety of reports and documents including 
inmate handbooks. 

 Plans and provides leadership for the administration, security and programs of the facility 

 Makes long-range plans and schedules. Sets goals and establishes objectives to achieve 
such plans. 

 Develops and maintains close working relationships with the client departments and their 
representatives. 

 Initiates, interprets and enforces policies and directives for efficient administration. 
Supplements policies with written guidelines and procedures. 

 Directs the activities of all facility functions, assigns duties, and delegates authority to 
accomplish them. All policies, must be approved by the Sheriff. 

 Assist with the selection, development and termination of staff, including ongoing staff 
training, communications, and discipline. 

 Ensures that adequate procedures, method, and techniques are established in all programs 
and operations. 

 Provides adequate facilities, space, and equipment for inmates and staff. 

 Ensures the ability of the facility staff to respond appropriately to emergencies. 

 Provides proper safeguards and conducts regularly scheduled physical inspections for the 
health, safety, and welfare of inmates and staff, and the physical property of the facility. 

 Monitors statutory requirements and legal decisions that affect administrative decisions or 
operations of the facility. 

 Analyzes proposals, financial statements, records, statistical reports, budget estimates, and 
justifications for proposed expenditures. 

 Develops and maintains close working relationships with government agencies including 
local, state, and federal law enforcement units, and the community. 

 Responds on a 24-hour, 7-day basis to significant unusual occurrences. 

 Performs other duties and responsibilities as needed to ensure the effective and successful 
operation of the facility. 

 Must keep the Sheriff abreast of any and all pertinent things affecting the operation of the 
Detention Facility. Reports directly to the Sheriff of Northampton County. 



Additional Job Duties 

 Performs related tasks as required. 
 

Recruitment and Selection Guidelines 

Knowledge, Skills, and Abilities 

 Through knowledge of applicable federal, state, and local laws, regulations and standards 
related to prisons, detention, and correctional facilities. 

 Through knowledge of detention policies and procedures covering inmate security, 
classification, care and discipline. 

 Considerable knowledge of the policies, procedures, organization, and function of the 
Sheriff's Department and other related county departments and courts.  

 Considerable knowledge of County personnel, budgeting, and purchasing policies and 
procedures. 

 Considerable knowledge of the application of information technology to detention center 
management. 

 Considerable knowledge of modern personnel practices of communications, motivations, 
leadership, team building, mentoring, conflict management, and related topics. 

 Working knowledge of the laws and regulations related to hiring and supervision. 

 Skill in collaborative conflict resolution and teamwork. 

 Ability to exercise sound judgment in routine and emergency situations requiring 
managerial and custody decisions. 

 Ability to plan, organize, direct and supervise operational, administrative and support 
personnel. 

 Ability to communicate clearly in oral and written forms. 

 Ability to establish and maintain effective work relationships with and deal tactfully, firmly, 
and decisively with staff, prisoners, attorneys, court personnel, families, ministers, and the 
general public. 

 

Physical Requirements 

 Must be able to physically perform the basic life operational functions of climbing, 
stooping, kneeling, crouching, reaching, pushing, pulling, lifting, fingering, grasping, 
talking, hearing, and repetitive motions. 

 Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or 
up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move 
objects. 

 Must possess visual acuity to perform extensive reading, operate a computer terminal, 
and prepare and analyze data and figures. 
 

Minimum Requirements 

 Preferred Bachelor’s degree in the behavioral sciences or related field 
supplemented by courses in business administration and a minimum of ten (10) 
years of work experience in a correctional or detention facility at the minimum level 
of associate Facility Administrator or Warden of a correctional facility or an 
equivalent combination of education and work experience required. 
 



 Exceptions may be made concerning supervisory experience if the candidate 
clearly demonstrates the ability to supervise the proper administration of a 
correction or detention facility of a substantial number of inmates. 

 Must possess a working knowledge of program objectives, policies, correctional 
laws, applicable court orders, procedures and requirements for managing a secure 
correction or detention facility. 

 Must have strong leadership ability, sound judgement, and effective administrative 
ability. Possesses a thorough knowledge and understanding of the objectives and 
principle of career development and advancement programs. Clearly 
demonstrates the ability to guide, direct, and coordinate the efforts of others. 

 Must be mature, flexible, intellectually alert, and able to command the respect and 
confidence of inmates and staff. 

 

Special Requirement 

Compliance with minimum standards and certifications for training as set by the State of North 

Carolina for detention personnel. 

Possession of a valid NC driver’s license.  
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