
 
 

SOMERSET COUNTY 
POSITION DESCRIPTION 

 
Department:        Corrections                           Job Title:      Assistant Shift Commander (Corporal) 
Classification:    Non-Exempt/Union                Office Hours:  Various  
Starting Salary:  $14.40/hr.                 Total Hours:    Full-Time 
    
JOB SUMMARY:   
 
This is a mid-level supervisory position, responsible to the Shift Commander of the Somerset County 
Jail.  The Assistant Shift Commander ensures a high quality direct supervision corrections facility by 
providing for the care, custody, and safekeeping of all inmates. The Assistant Shift Commander 
supervises all personnel assigned to his/her area of assigned responsibility. 
 
The Assistant Shift Commander assists the Shift Commander in supervising personnel assigned to 
his/her shift as well as overseeing the operations and movement of inmates, intakes and releases, 
programs and activities occurring on his/her shift to ensure a safe and secure facility and a quality 
program for inmates. The Assistant Shift Commander is responsible for assuring that employees 
under his/her supervision maintain a humane environment for inmates by: 
 
 handling inmate discipline fairly and effectively;  
 delegating authority to line officers to resolve inmate problems and concerns, consistent with the 

principles of direct supervision and Jail policies and procedures; 
 responding to inmate requests in a prompt, fair and balanced fashion;  
 building positive rapport and personal credibility with inmates by supervising them in a clear, well 

organized and attention getting manner;  
 resolving inmate problems and conflicts; and 
 managing effective administrative and staff relations. 
 
The Assistant Shift Commander will also serve as acting Shift Commander in the absence of the Shift 
Commander, and will have full responsibility and authority to manage the shift during these times. 
  
REPRESENTATIVE DUTIES AND RESPONSIBILITIES: 
 

1. Be committed to the mission of the Somerset County Jail and Somerset County Sheriff’s 
Office. 

2. Be committed to the principles of direct supervision in all aspects of the work. 
3. Work as a member of a team in the performance of duties. 
4. Be punctual for scheduled work and use time appropriately. 
5. Work in harmonious relationship with staff and community. 
6. Perform duties in a conscientious, cooperative manner. 
7. Perform required amount of work in a timely fashion and with a minimum of errors. 
8. Be neat and maintain a professional appearance. 
9. Possess a valid State of Maine Driver’s License. 



10. Understand and work within Somerset County and the Somerset County Jail’s Policies 
and Procedures. 

11. Assure quality in work performed in order to facilitate the delivery of quality services. 
12. Accept shared responsibility with other team members to successfully accomplish goals 

of each team of which s/he is a member. 
13. Give direction and provide leadership in a clear, well-organized, and attention getting 

manner. 
14. Resolve conflicts among and between employees and inmates in a calm and fair 

manner. 
15. Maintain confidence and protect Somerset County by keeping information concerning 

employees, inmates, clients, and operations confidential. 
 
KEY EXPECTED RESULTS: 
 
1. Meets the Jail requirements by monitoring compliance with established policies and procedures, 

jail standards, accreditation standards, rules and regulations. 
2. Maintains paperwork by ensuring accuracy that is necessary to the operation of the unit. 
3. Assists staff by evaluating the condition of all incoming arrests as necessary. 
4. Ensures security by performing and assisting with inspections of the facility. 
5. Ensures proper communication by soliciting, reading and distributing all reports pertaining to 

unusual activity to proper authority and services as necessary, manages cell assignments, and 
transfers. 

6. Keeps the Shift Commander informed of any deficiencies or unresolved problems in a timely 
manner. 

7. Ensures compliance with department standards by assigned personnel.  
8. Maintains safe and clean working environment by complying with procedures, rules, and 

regulations. 
9. Assists in orienting and training employees, program and services staff, volunteers, and contract 

personnel. 
10. Maintains staff job results by coaching, counseling, and disciplining employees, and by planning, 

monitoring and assisting in appraising job results. 
11. Ensures adequate coverage for shifts by making post assignments and scheduling personnel to 

fill vacancies, when required.  
12. Maintains professional and technical knowledge by attending educational workshops, 

establishing personal networks, and participating in professional associations. 
13. Contributes to the team effort by accomplishing related results as needed. 
14. Supports the facilities safety and health practices by attending required safety training programs, 

reporting all accidents and injuries, and suspected safety hazards to the Shift Commander. 
15. Works in a harmonious and collaborative manner with program and service staff to ensure 

seamless integration of program and service delivery with facility security requirements. 
16. Reviews, investigates, and responds to allegations of inmate misconduct as needed. 
17. Assists in the review, investigating, and responding to inmate grievances or complaints 

pertaining to area of responsibility. 
18. Fulfills job function by participating as an active member in training, conducting training, and 

performing other responsibilities as assigned. 
19. Assists the Shift Commander as the On Scene Commander to SCJ during any emergency until 

the arrival of higher supervisory staff. 
20. Performs any and all other related duties as assigned. 
 
PHYSICAL STANDARDS: 
 

The physical requirements described here are representative of those that must be met by the 



incumbent to successfully perform the essential functions of this job. Reasonable accommodation 
may be made to enable individuals with disabilities to perform the essential functions. 
 

While performing the duties of this job, the employee is regularly required to walk and talk or 
hear. The employee is regularly required sit, bend, lift, push, pull, use hands to finger a standard 
computer keyboard, use a computer, touch screen, printer, copier, camera, fingerprint equipment, 
mechanical restraints, telephone, radio and protective devices, TV/VCR, overhead projector, movie 
projector, flip chart, calculator, telephone, radio/communications equipment. 
 

The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities 
required by the job require close vision, distance vision, depth perception, and the ability to adjust 
focus. Employee is required to operate a motor vehicle, other vehicle or equipment. Employee will 
regularly come in contact with inmates and must possess sufficient physical dexterity to employ 
necessary and lawful non-deadly physical force to address inmate resistance. 
 
     If authorized to use a firearm, must receive training and qualify in its use annually. 
 

If authorized to use chemical agents or electronic devices, must receive training in their use and 
handling. 
  
Assistant Shift Commanders will receive training in suicide prevention, detection, and procedures 
annually. 

 
WORK ENVIRONMENT: 
 
The work environment characteristics described herein are representative of those the incumbent 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. Sometimes it may be loud due to problems 
with inmates or equipment in use.  
 
REQUIREMENTS AND SKILLS NEEDED FOR POSITION: 
 
 High school diploma or equivalent. 
 Associates Degree highly desirable. 
 Successful completion of the Maine Criminal Justice Academy Basic Corrections course or 

waiver. 
 At least two (2) years time in grade or three (3) years experience in the field of Corrections. 
 Understanding of direct supervision jail principles. 
 Previous employment in a direct supervision facility highly desirable. 
 Ability to effectively manage and supervise others. 
 Willingness to serve in any of three potential assignments as described above. 
 Ability to work with supervisory and other staff in a collaborative and effective manner. 
 Commitment to running a safe and secure jail. 
 Ability to remain composed in emergency situations. 
 Commitment to accreditation and standards compliance. 
 Certified in CPR or able to obtain certification 
 Capable of physically controlling violent, unruly members of the inmate population. 
 
 
 



 
REPORTS TO:    SUPERVISES: 
 
Shift Commander    Corrections Officers 


