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DETENTION MANAGER

DEFINITION

Under general direction, plans, coordinate and manages food service, warchouse and supply, inmate property,
inmate laundry, inmate programs, Booking and the Central Control functions within the Detention Facility of the
Washoe County Sheriff’s Office and performs related work as required.

EXPERIENCE AND TRAINING REQUIREMENTS

A bachelor’s degree from an accredited college or university in criminal justice, business administration, public
administration, or a closely related field AND three years of full-time work experience performing project
management which included one year of supervision; OR an equivalent combination of education and experience.

LICENSE OR CERTIFICATE

A valid driver's license is required at the time of appointment.

SUPERVISION EXERCISED

Exercises direct supervision.

EXAMPLES OF DUTIES (The following is used as a partial description and is not restrictive as to duties
required.)

Plan, organize, administer and evaluate the day-today activities of the Detention Facility through the development
and implementation of operational goals, policies and procedures while ensuring adherence to all federal, state
and County laws, and ordinances related to the Detention Facility to ensure a safe and secure Detention Facility.

Supervise assigned staff which includes staff selection; assigning, scheduling, and reviewing work; providing
training in proper work methods and procedures; providing professional development, coaching, and mentoring;
succession planning and workforce development; conducting performance evaluations; and implementing
discipline and conflict resolution procedures when necessary; assure efficiency, effectiveness and quality of work
outputs, monitor and direct progress to achieve goals and objectives.

Prepare projected budget needs for program areas based on input from supervisors, establish fund breakdowns,
determine operational supply and inmate commodity needs, prioritize budget items requested, prepare
justification, and submit to Detention Division Manager.

Coordinate the development of purchasing documents and monitor expenditures to avoid overspending on
accounts.

Manage the inmate booking process and the central control security functions for the Sheriff’s Office facility.
Ensures all essential security and camera systems are operational, monitors data entry for inmate movement,
monitors access security levels for all personnel in the detention facility and ensures assigned personnel follow

proper emergency procedures.

Train front line supervisors on proper techniques to ensure booking specialists accurately follow the intake
booking process and complete data entry procedures in several criminal justice databases.



Monitors the inmate release process; work with leadership to develop programs and initiatives to reduce
recidivism.

Review and evaluate work methods and procedures and recommend/implement changes in work processes,
programs and workflow to ensure efficient operations and compliance with policies and standards.

Negotiate with vendors, keep accurate inventory records, identify trends, and project future needs to ensure the
operational needs of safety and security are met.

Oversee the inmate programs that involves identifying, scheduling, and tracking inmate enrollment.
Directs inmate property, laundry services and the inmate work programs including identifying, and tracking
inmates in the work programs which include kitchen, property and housing unit porters to ensure safety and

security throughout the Sheriff’s Office and the community.

Serve as a primary resource for information and interpretation of policies, procedures and functions for area of
assignment.

Full Performance (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:
Departmental and Countywide policies.

Federal, State and County polices, regulations, and laws pertaining to Detention Facilities.

Organizational structure of the Sheriff’s Office and the programs, activities and functions of the assigned area.
Washoe County’s purchasing policies and procedures.

Terms and acronyms commonly used in assigned function.

Structure and function of the criminal justice system.

Computer software specific to the department.

Ability to:
Effectively supervise, motivate, and develop staff; evaluate the performance of assigned staff and have difficult
conversations related to training or discipline in a timely manner.

Plan, coordinate, and direct the operations and services of the Detention Facility to accomplish established goals and
objectives.

Prepare budget recommendations based on the needs of the division.

Implement work methods and procedures that promote a safe working environment for and ensure proper staff
training in work safety.

Entry Level (Applicants will be screened for possession of these through written, oral, performance, or other
evaluation methods.)

Knowledge of:
Principles and techniques of management.

Principles and practices of effective employee supervision including leadership, motivation, development, team
building, conflict resolution, employee training, performance evaluation and discipline.
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Budget development methods and techniques

Inventory processes, computerized inventory, purchasing processes, and record keeping.

Principles and practices of program and project management.

Ability to:

Analyze costs of goods and services and recommend changes to make operations more cost effective.

Read and interpret departmental/countywide policy and procedure manuals, professional publications, and federal,
state, and local laws, rules and regulations.

Gather, organize, analyze, and effectively present a variety of data and information.

Analyze information, identify problems, project consequences of proposed actions, formulate alternative solutions
and make appropriate responses or recommendations.

Act with integrity; exercise appropriate discretion and maintain confidentiality of information.
Remain polite, tactful and diplomatic in stressful situations.
Demonstrate initiative and judgment within established procedural guidelines.

Evaluate work priorities and procedures and to determine effectiveness and efficiency; organize work to meet
schedules and deadlines.

Communicate effectively both orally and in writing, tailoring the message to the intended audience.

Effectively and professionally represent the agency in contacts with inmates, the public, community
organizations, and other governmental agencies.

Establish, foster, and maintain effective and collaborative working relationships with all those contacted in the
course of work.

SPECIAL REQUIREMENTS (Essential duties require the following physical skills and work environment.)

Ability to work in a standard office environment and in the Detention Facility. Ability to respond to emergencies
after hours.

Ability to operate standard office equipment including, but not limited to, computers, telephones, calculators,
copiers, and fax machines.

Successful candidate must pass a background investigation which includes completing and submitting a Personal
History statement and a set of fingerprints, as well as successfully completing a Computerized Voice Stress

Analysis (CVSA) examination.

This class specification is used for classification, recruitment, and examination purposes. It is not to be
considered a substitute for work performance standards.
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