
CITY OF STILLWATER 

JOB DESCRIPTION 

 

TITLE:  Jailer DEPARTMENT:  Police 

RANGE:  21 DIVISION:  Detention 

EFFECTIVE DATE: 7/97 REVIEW DATE:  11/00 

  

APPROVALS 
   

Department Head Human Resources Director  City Manager 
 

 

PURPOSE OF POSITION: 

This is a non-exempt position generally in the police department who is responsible for the 

operation of the City of Stillwater jail facilities and the welfare of the prisoners confined therein. 

 
ESSENTIAL JOB FUNCTIONS: 

 Process prisoners that are brought to the City of Stillwater jail facilities to include entering 

pertinent information into the computer. 

 Search all prisoners that are processed in to jail facilities. 

 Receive, store and safeguard personal property of prisoners. 

 Supervise feeding of prisoners and insure the cleanliness of bedding and cells. 

 Escort all prisoners who must appear in municipal court as scheduled. 

 Assist department personnel and the public in person and by phone; provide general 

information to the public. 

 Sort, file, copy and distribute law enforcement documents as needed. 

 Assist in transporting of police vehicles for service. 

 Performs other related duties as assigned. 

 
EDUCATION, TRAINING & EXPERIENCE REQUIRED: 

 High school diploma or equivalent. 

 Must be at least eighteen (18) years of age. 

 Must demonstrate proficiency with physical defense techniques to defend self and others and 

restraint devices. 

 Knowledge of modern office procedures including general telephone, writing and computer 

skills. 

 Twenty-five (25) wpm on computer keyboard. 

 Pass spelling test scoring a minimum of seventy (70%). 
 

SPECIAL CERTFICATIONS, REGISTRATIONS, LICENSES REQUIRED: 

 Valid Oklahoma driver’s license, must possess and maintain a driving record that is in 

accordance with the City’s policies. 

 Possession of, or ability to obtain, a cardiopulmonary resuscitation certificate. 

 Possession of, or ability to obtain, a jail detention certificate. 

 

 

 

 

 

 



SKILLS, KNOWLEDGE & ABILITIES REQUIRED: 

 Ability to interpret federal, state and municipal laws, ordinances, department regulations and 

department of health regulations as they apply to maintaining prisoners in jail facilities. 

 Knowledge of English usage, spelling, grammar, punctuation and basic report preparation. 

 Knowledge to operate a computer in updating and retrieving information relating to the 

processing of prisoner, and other computer related duties as seen necessary. 

 Ability to perform first aid or CPR as required for emergencies or assist other emergency 

personnel in administering aid. 

 Ability to maintain strict confidentiality. Must be honest in his/her dealings with the public 

and obey laws. 

 Must be able to respond to varying situations with tact, even-handedness and diplomacy and 

know how to assess and handle stressful, hostile or irrational persons, whether due to 

physical or mental disability, drugs/controlled substances or alcohol, or other factors. 

 Ability to immediately respond to high emotional/high stress or physically taxing situations 

without any warning or warm up and to quickly return to daily activities thereafter. 

 Ability to meet the general public in person, assisting their needs to include contacting police 

personnel, fingerprinting and disbursing documents as needed. 

 Ability to operate two-way radios. 

 Ability to drive vehicle both safely and efficiently while under stress. 

 
PHYSICAL/MENTAL REQUIREMENTS: 

 Static and trunk strength to use all the muscle force to lift, carry, push or pull very heavy 

objects.  

 Explosive strength enough to use short burst of muscle force to propel ones self (subdue a 

prisoner). 

 Stamina and dynamic strength enough to exert oneself physically over a period of time 

without muscle fatigue or without getting winded. 

 Extent of flexibility to bend, twist or reach out with the body, arms, or legs and mobility 

enough to move one’s body from place to place (subdue a prisoner). 

 Speech sufficient to speak clearly and distinctly in English so that one is clearly understood 

(transmitting information over two-way radio, talking with victims, citizens and prisoners.) 

 Great probability of working long and rotating shifts, holidays, weekends, emergency call out 

and to testify at court on days off. 

 Vision abilities required include close vision, distance vision, color vision, peripheral vision 

and ability to adjust focus. 

 
ENVIRONMENTAL CONDITIONS AND SAFETY CONCERNS: 

 Must be able to work indoors. 

 Must be able to handle all kinds of persons who may be exposed to HIV or Hepatitis B or 

other communicable diseases or who have vomited or have been severely injured.  

 Must be able to take abusive language, spitting and other type of actions that may be morally 

non-conducive to persons outside of this job description. 

 Possibility of body attacks while processing, searching and escorting prisoners. Severe bodily 

harm possible while dealing with prisoners. 

 Requires continuous attention to safe work and operating procedures to ensure the safety of 

one’s self, fellow workers and the general public. 

 
JOB LOCATION: 

 This position is located within the Police Department in the process center for prisoners. 
 


