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Elmore County

Class Specification
Civil Process Server

Class Code Number:
540



Pay Grade:
   7

FLSA Designation:
Covered/Nonexempt

Effective Date:   06/2021
General Statement of Duties

This is a Patrol POST Certified position (a Reserve Level 1 Post Certified Deputy may be considered). Serves legal and civil papers that include criminal, civil and juvenile summons, orders to show cause, small claims, writs of execution/restitution, protection orders, distraint warrants and subpoenas; performs related work as required.  Support and perform duties required for the Abandon Vehicles.  
Classification Summary

The principal function of an employee in this class is to serve legal and civil papers and perform administrative duties when needed. The work is performed under the direct supervision of the Civil Deputy/Administrative Supervisor. Considerable independent judgement is granted to this position, within the established guidelines. The principal duties of this class are performed in an office work environment or outdoors which may subject the employee to adverse weather conditions.

Examples of Work (Illustrative Only)

Essential Duties and Responsibilities

· Serves criminal summons, civil summons, juvenile summons, orders to show cause, small claims, subpoenas, writs of execution, and protection orders;

· Verifies and/or completes Vehicle Identification Numbers (VIN) Inspections;

· Process Abandon Vehicles

· Completes administrative duties such as taking care of Bank deposits, mail and other actions required;

· Responds to citizens’ questions and comments in a courteous and timely manner;

· Performs all work duties and activities in accordance with County and State policies, procedures and safety practices.

Other Duties and Responsibilities
· Assists the Patrol Division as needed;

· Performs other related duties as required.

Knowledge, Skills and Abilities

Knowledge of:

· Civil serving procedures according to state law;

· The County area such as local streets, businesses and rural roads;

· Law enforcement communication devices.
Ability to:

· Respond to citizen requests in a courteous and effective manner;

· Understand and follow oral and/or written policies, procedures and instructions;

· Make sound and reasonable decisions in accordance with laws, ordinances, regulations and established procedures;

· Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

· Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

The requirements listed below are representative of the minimum knowledge, skill, and/or ability required for an individual to satisfactorily perform each essential duty and be successful in the position.  

· High school diploma or GED equivalency; and

· POST Patrol Academy Certified; or attend and pass the first available Basic POST Patrol Academy (a Reserve Level 1 Post Certified Deputy may be considered).
Special Qualifications (where appropriate)

· Valid Idaho State driver’s license.

· Must be 21 years of age or older

· Must successfully complete a background investigation through the National Crime Information Center (NCIC), including a polygraph exam and a psychological evaluation, and drug testing;
· Must be able to become qualified with a handgun within 60 days of hire.

Essential Physical Abilities

· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively;

· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to establish, maintain and monitor court papers served;

· Sufficient manual dexterity, with or without reasonable accommodation, which permits the employee to operate a vehicle;

· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to serve legal and civil papers.

