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Work Release Technician 
 

 
GENERAL STATEMENT OF CLASS DUTIES 

 
Coordinates work assignments for inmates assigned to the Denver County Jail Work Release Program. 

 
 

DISTINGUISHING CHARACTERISTICS 
 

Guidelines, Difficulty and Decision Making Level: 
 

Guidelines are generally but not always clearly applicable, requiring the employee to exercise 
judgment in selecting the most pertinent guideline, interpret precedents, adapt standard practices 
to differing situations, and recommend alternative actions in situations without precedent. 
 
Duties assigned are generally complex and may be of substantial intricacy.  Work assignment is 
performed within an established framework under general instructions but requires simultaneous 
coordination of assigned functions or projects in various stages of completion. 
 
Employee is responsible for determining time, place, and sequence of actions to be taken.  
Unusual problems or proposed deviations from guidelines, practices, or precedents may be 
discussed with the supervisor before being initiated. 
 
 

Level of Supervision Received and Quality Review: 
 

Under general supervision, the employee receives assignments and is expected to carry them 
through to completion with substantial independence.  Work is reviewed for adherence to 
instructions, accuracy, completeness, and conformance to standard practice or precedent.  
Recurring work clearly covered by guidelines may or may not be reviewed. 

 
 
Interpersonal Communications and Purpose: 
 

Contacts with the public or employees where explanatory or interpretive information is 
exchanged, gathered, or presented and some degree of discretion and judgment are required 
within the parameters of the job function. 

 
 
Level of Supervision Exercised:  

 
None 
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ESSENTIAL DUTIES 
 
Coordinates the activities and schedules of inmates released for work, school, therapy, and drug 
treatment.   
 
Conducts interviews with inmates to establish a work schedule, provide rules and regulations to inmates 
and make a recommendation to address substance abuse issues while in work release program.  

 
Provides employers with the rules and regulations of the Work Release Program and explains what is 
expected of the inmate while on the work assignment. 
 
Initiates a Conduct Adjustment report when an inmate has failed to comply with the work release rules. 

 
Notifies employers, the court and probation officers if an inmate is terminated from the work release 
program or an inmate does not meet the criteria for the work release program. 

 
Maintains records of each inmate in the program. 

 
Determines room and board costs for inmates in the program. 
 
Coordinates placement of inmates for Electronic Home Monitoring System.  

 
Performs other related duties as assigned or requested. 
 

Any one position may not include all of the duties listed.  
However, the allocation of positions will be determined by 
the amount of time spent in performing the essential duties 
listed above. 

 
 
MINIMUM QUALIFICATIONS 
 
Competencies, Knowledge, & Skills: 

 
Integrity/Honesty – Contributes to maintaining the integrity of the organization; displays high 

standards of ethical conduct and understands the impact of violating these standards on an 
organization, self, and others; is trustworthy. 

 
Conscientiousness – Displays a high level of effort and commitment towards performing work; 

demonstrates responsible behavior. 
 
Interpersonal Skills – Shows understanding, friendliness, courtesy, tact, empathy, concern, and 

politeness to others; develops and maintains effective relationships with others; may include 
effectively dealing with individuals who are difficult, hostile, or distressed; related well to 
people from varied backgrounds and different situations; is sensitive to cultural diversity, 
race, gender, disabilities, and other individual differences. 

 
Technical Competence – Uses knowledge that is acquired through formal training or extensive 

on the job experience to perform one’s job; works with, understands, and evaluates technical 
information related to the job; advises others on technical issues. 

 
Reading – Understands and interprets written material, including technical material, rules, 

regulations, instructions, reports, charts, graphs, or tables; applies what is learned from 
written material to specific situations.  
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Reasoning – Identifies rules, principles or relationships that explain facts, data or other 
information; analyzes information and makes correct inferences or draws accurate 
conclusions. 

 
Memory – Recalls information that has been presented previously. 
 
Listening – Receives, attends to, interprets, and responds to verbal messages and other cues 

such as body language in ways that are appropriate to listeners and situations. 
 
Flexibility – Rearranges a moderate amount of work priorities to accommodate occasional and 

temporary changes in the office or in project resources or goals. 
 
Customer Service – Works and communicates with clients and customers to satisfy their  

expectations and is committed to quality services. 
 
Teamwork – Encourages and facilitates cooperation, pride, trust, and group identity; fosters 

commitment and team spirit; works with others to achieve goals. 
 
Speaking – Uses correct English grammar to organize and communicate ideas in words that are 

appropriate to listeners and situations; uses body language appropriately. 
 
Writing – Recognizes or uses correct English grammar, punctuation, and spelling; communicates 

information (for example, facts, ideas, or messages) in a succinct and organized manner; 
produces written information, which may include technical material that is appropriate for the 
intended audience. 

 
Ability to remain calm and communicate effectively under adverse conditions. 
 
Ability to think and react appropriately under emergency conditions with little or no supervision. 
 
Ability to interact effectively and professionally with the broad range of individuals encountered in 

the correctional environment. 
 
Ability to observe inmates and deputies and use direction in certain situations. 
 
Knowledge of building safety and security sufficient to be able to respond to a variety of 

emergency and urgent situations. 
 
Knowledge of safety hazards and necessary safety precautions sufficient to be able to establish a 

safe working environment. 
 
Knowledge of CPR and first aid techniques sufficient to be able to perform lifesaving measures 

and render first aid when needed. 
 
Ability to understand and apply oral, written, illustrated, or demonstrated instructions. 

 
 
Physical Demands: 

 
Walking: moving about on foot. 
Sitting: remaining in the normal seated position. 
Balancing: maintaining body equilibrium to prevent falling over. 
Stooping: bending the body by bending spine at the waist. 
Kneeling: bending legs to come to rest on one or both knees. 
Crouching: bending body downward and forward by bending legs. 
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Reaching: extending the hand(s) and arm(s) in any direction. 
Handling: seizing, holding, grasping, or otherwise working with hand(s). 
Fingering: picking, pinching, or otherwise working with fingers. 
Talking: expressing or exchanging ideas by means of spoken words. 
Hearing: perceiving the nature of sounds by the ear. 
Repetitive motions: making frequent movements with a part of the body. 
Eye/hand/foot coordination: performing work through using two or more. 
Depth Perception: ability to judge distance and space relationships. 
Field of Vision: ability to see peripherally. 
Accommodation: ability to adjust vision to bring objects into focus. 
Color Vision: ability to distinguish and identify different colors. 

 
 
Working Environment: 

 
Exposure to offensive inmates and/or public. 
Contact with inmates and/or public under a wide variety of circumstances. 
Subject to varying and unpredictable situations. 
Handles emergency or crisis situations. 
Exposed to odors in jail facility, inmate or public areas. 
Subject to many interruptions. 
Subject to long, irregular hours. 
Pressure due to multiple calls and inquiries. 
Exposed to sufficient noise to cause distraction or possible hearing loss. 
Exposed to conditions where there is danger of life, body, and/or health. 

 
 

Education Requirement:  
 

Graduation from high school or possession of a GED Certificate 
 
 
Experience Requirement:  

 
Three years of clerical experience that includes one year of experience in a court or criminal 
justice setting. 

 
 
Education/Experience Equivalency: 
 

A combination of appropriate education and experience may be substituted for the minimum 
 experience requirement except for the one year of experience in a court or criminal justice setting.   
 
Licensure and/or Certification:  
 

None 
 
 
CLASS DETAIL 
 
FLSA CODE:   Non-Exempt 
 
ESTABLISHED DATE: 09/16/1995 
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ESTABLISHED BY: Patricia Anderson 
 
REVISED DATE:  06/14/2009 
 
REVISED BY:  Meredith Creme 
 
CLASS HISTORY: 06/14/09:  The class spec was put into the new format; the General 

Statement of Duties, Essential Duties, and Minimum Qualifications were 
revised and updated. 


	GENERAL STATEMENT OF CLASS DUTIES

