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POSITION DESCRIPTION 
 
 
 Job Title: Work Crew Coordinator I   
 Department:  Community Corrections   
 FLSA Status:  Non-Exempt   
 Job Code:  2781  
 WC Code:  7720  
 Effective Date: July 1, 1999 

 Last Revised: October 20, 2009  
 Pay Grade:  A12  
 Union:  AFSCME  
  
 
SUMMARY   
The Work Crew Coordinator supervises a crew of sentenced offenders, either released from the County jail or 
assigned to the work crew by the community services staff. Work crews consist of adult and juvenile offenders and 
provide uncompensated labor to the community. The coordinator transports   adult and juvenile offenders to the 
assigned job sites, and instructs and oversees their work on a daily basis. Work typically includes landscape 
maintenance, construction, equipment moving, and other physical labor. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
(Illustrative Only.  Any single position in the classification will not necessarily involve all of the listed duties below and 
other positions will involve duties which are not listed.  These duties represent the essential functions needed of 
persons in this classification.)  
  
1. Assess work project requests. Estimate equipment, materials and time required to complete individual projects. 

Determine appropriate work projects for crew workers considering physical limitations and available resources.  
  
2. Instruct workers in the proper work procedures and use of tools and equipment. Enforce safety procedures and 

work crew program rules. 
  
3. Make recommendations regarding worker discipline and performance evaluations. 
  
4. Transport workers, supplies and equipment to and from work sites.  
  
5. Assist injured workers in obtaining medical attention.  
  
6. Perform and/or demonstrate grounds-keeping, landscaping, construction, maintenance, and other functions as 

necessary to crew members. 
  
7. Perform and/or supervise general maintenance on all tools and equipment. 
  
8. Operate equipment (landscaping, carpenter, painting, and power tools). 
9. Obtain breath and urinalysis samples from offenders for detection of alcohol or illicit drug use. 



 
SUPERVISORY RESPONSIBILITIES 
This job has no supervisory responsibilities. However, incumbent is responsible for coordinating and supervising the 
work of crew members. 
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed are representative of the knowledge, skill, and/or ability required.  
 
EDUCATION AND EXPERIENCE 
Associate’s degree (A.A.) or equivalent from two-year college or technical school; or two to three years related 
experience and/or training; or equivalent combination of education and experience. Requires general knowledge of the 
methods, practices, tools and materials used in construction and landscape maintenance techniques; knowledge of 
applicable safety hazards and practices.  Ability to operate a variety of tools and shop equipment. 
 
JOB IMPACT 
Consequences of error could include exposure to litigation and public embarrassment due to such incidents as 
improper maintenance of custodial units or inappropriate referrals. Error may also result in injury to self or others.  
 
JOB CONTACTS   
The position requires working with individuals referred to the Community Services / Work Crew Program, the court 
system, law enforcement, adult and juvenile parole and probation officers, contracting agencies, social service 
agencies and community services agencies around the state or country.   
 
LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, operating/maintenance instructions and procedure 
manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or 
employees of organization; understand and carry out oral and written directions; establish and maintain cooperative 
working relationships with co-workers and the general public; establish standards of performance; and motivate 
workers. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and 
decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
 
REASONING ABILITIES 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability 
to deal with problems involving several concrete variables in standardized situations. Ability to plan, schedule and 
supervise work crew assignments; provide effective leadership and supervision of crew members; maintain discipline 
of crew members; perform duties under tight deadlines and/or in emergency situations; use independent judgment in 
performing routine and non-routine tasks. 
 
OTHER SKILLS AND ABILITIES 
Ability to operate various tools and equipment; exercise good judgment and common sense; comprehend, interpret 
and apply rules pertaining to community service and work crews. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of or ability to obtain valid Oregon Driver’s License; possess safe driving record; possession of or ability to 
obtain First Aid/CPR Certification. 
 
BACKGROUND INVESTIGATION 
Those employed in this position are subject to drug testing and a background investigation, including criminal 
background investigation.  Conviction of a crime will not necessarily disqualify an individual for this classification.  
 
WORK ENVIRONMENT  
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. While performing the duties of this job, the employee is regularly exposed 
to outside weather conditions. The employee is frequently exposed to moving mechanical parts. The employee is 
occasionally exposed to high, precarious places; fumes or airborne particles; extreme heat; and vibration. The noise 



level in the work environment is usually moderate to loud as crew members will be required to use equipment such as 
lawn mowers and weed removal equipment. Litter patrol crew would encounter traffic noise. 
 
PHYSICAL REQUIREMENTS 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



PHYSICAL REQUIREMENTS 

Check if 
required for 
essential job 

function 

Activity Never 0% Occasionally   
1-33% 

Frequently    
34-66% 

Continuous    
67-100% 

 Standing     

 Sitting - 1/2 hour plus     

 Moving about work area     

 Bending forward     

 Stoop position - 1 minute plus     

 Climbing stairs - 1 floor     

 Crawling - hands & knees     

 Reaching overhead     

 Lifting strength # of pounds = 45   

 Lifting      

 Patient Lifting     

 Lifting Overhead     

 Moving carts, etc.     

 Carry items     

 Dexterity/Coordination     

 Keyboard Operation     

 Rapid-mental/hand/eye coord.     

 Operation of motor vehicle     

Speech, Vision & Hearing 
 Distinguish colors  Yes:     No:      

 Distinguish shades  Yes:     No:      

 Depth perception  Describe:       

 Ability to hear  Normal Speech Level:       

 Other Spec. Hearing Req.  Describe:        

Exposure - Environmental Factors 
 Heat     

 Cold     

 Humidity     

 Wet Area/Slippery     

 Noise     

 Dust     

 Smoke     

 Vibration     

 Chemical Solutions     

 Uneven Area     

 Ladder/Scaffold     

 Ionization     

 Radiation     

 Body Fluids     

 
 

 


