
  Page 1 of 3 

  

Alcona County Trial Court 
23rd Circuit and 81st District 

 
 

POSITION TITLE: District Court Probation Officer 
 

LOCATION: Alcona County. Office located in Harrisville, MI. 

JURISDICTIONAL CLASSIFICATION: Full-time, benefitted position. 

JOB SUMMARY: Under the general direction of the Court Administrator, conduct 

investigations and prepare reports to assist the Judge in sentencing, supervise probationers, 

collaborate and coordinate services with community agencies, make recommendations 

regarding probationers failing to comply with probation, and assist with juvenile probation and 

adult drug/sobriety court duties including emergency on-call rotation. 
 

DISTRICT COURT PROBATION OFFICER ESSENTIAL FUNCTIONS: 

1. Review the background of persons awaiting sentencing on district court convictions, includes 

interviewing the defendant and reviewing the complaint report, criminal history, driving record, 

and other pertinent information. Make calls to employers and others to verify or collect 

information. 

2. Prepare pre-sentence reports which include a summary of information from the police and 

defendant, social and criminal history, and alcohol assessment results. Make a judgment based 

on the information gathered and prepare recommendations on the most proper court action 

including incarceration, tether program, alternative sentences, drug testing, or other measures. 

As required by the Crime Victims Rights Act, include written statements from victims of any 

physical or emotional injury or economic restitution owed the victim.  Make referrals to various 

programs and resource agencies to assist probationers with drug, alcohol, or other problems. 

3. Prepare Orders of Probation. Review procedures with new probationers, includes explaining 

the order of probation and court policies and procedures, scheduling report days and 

appointments, and processing necessary record. 

4. Conduct mandatory alcohol/drug screenings and assessments, includes administering tests, 

interpreting results, conducting personal interviews, and making recommendations regarding 

appropriate treatment and follow-up.  

5. Provide supervision to persons placed on probation by the district court  
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6. Initiate and follow through with probation violation and show cause proceedings; includes 

determining if order has been violated, securing documentation, obtaining subpoenas, and 

making dispositional recommendations to the Judge. 

7. Appear in court for sentencings, probation violation, and other hearings, and provide 

information, assistance and recommendations to the Judge. Provide testimony regarding the 

facts of violation and show cause charges. 

8. Administer Preliminary Breath Tests and oral and urine screens when it is suspected the 

defendant has consumed alcohol and/or drugs, refer probationers to the lab for drug screening, 

interpret the results and take further action as indicated. 

9. Discharge probationers upon a final determination and evaluation that all conditions of 

probation have been met as ordered.  

10. Prepare a variety of court forms, letters, reports and other documents.  Enter and retrieve 

information from the court’s computer programs. 

11. Perform Probation Compliance duties as necessary. 

 

OTHER DUTIES: 

1. Assist with juvenile probation caseload and court duties as needed. 

2. Juvenile on-call rotation. 

3. Assist with adult drug/sobriety court caseload and court duties as needed. 

4. Assist in all Alcona County Trial Court Divisions when necessary to meet the needs of the    

court.  

5. Perform other duties as assigned by the Court Administrator and Presiding Judge. 

 

MATERIAL AND EQUIPMENT USED:  

 Computer equipment 

 Copy machines 

 Other officer equipment 

 Alcohol portable breath tester 

 Instant urine drug screen devices 

 Instant oral drug screen devices 

 Motor vehicle 
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MINIMUM QUALIFICATIONS REQUIRED: Bachelor’s Degree, computer skills, general 

office skills. Experience in a court setting and CAADC, CCJP or related certification highly 
desired. Must pass a background check and submit to a pre-employment drug screen. Required 
to obtain CAADC, CCJP, or related certification within one year after date of employment. 
Required to complete the Michigan Judicial Institute certification training for juvenile court staff 
within two years after date of employment. 
 

WORKING CONDITIONS: Will work primarily from an office environment utilizing standard 

computer and other office equipment. Will be required to meet with criminal defendants in a 

one-on-one setting. Will be required to attend court hearings at the Alcona County Courthouse 

in Harrisville, MI. Will occasionally travel to court offices in Iosco, Oscoda, or Arenac County as 

well as defendant residences and schools.  

 

 


