
Comal County 
Job Description 

 
Job Title:  Secretary I  Executive Assistant Job Code Number:  0460 
Department:  Juvenile Probation DOT Code: 
Employee Name:   Employee ID:   
Salary:  Pay Group N4  N8-4 Reports To: Asst. Chief Juvenile Probation Officer      
Location:  Comal County Prepared By:  Human Resources 
FLSA Status:  Nonexempt Approved By:  Commissioners Court 
 
SUMMARY    
This position is responsible for assisting the Department to efficiently and effectively perform their 
mission to provide for the care, protection and the wholesome moral, mental and physical 
development of the juvenile client and to protect the welfare of the community and to control the 
unlawful acts by the juvenile client.  It requires a working knowledge of the departmental policies 
and procedures and of Title 3 of the Texas Family Code and the ability to effectively work closely 
with the juvenile client and the public.  This position is supervised by the Asst. Chief Juvenile 
Probation Officer.   
This position is responsible for assisting the Chief Juvenile Probation Officer with the 
administrative duties of the department. These duties include budget management and future budget 
planning; working with local and state officials in regards to budgetary concerns; accounts payable 
and allocation of correct line item designation; balancing financial needs of the department 
considering multiple revenue sources, management of contracted services for residential facilities 
and treatment professionals, and front office assistance with phones and intake of juvenile services. 
It requires a working knowledge of the departmental policies and procedures, Title 3 of the Texas 
Family Code and Title 37 – part 11 of the Texas Administrative Code. In addition this position 
requires thorough knowledge of computer based programs, juvenile justice information 
management software, and reporting presentation requirements to assist the Chief Juvenile 
Probation Officer with daily administrative functions including board meetings. This position is 
supervised by the Chief Juvenile Probation Officer.  
 
 
SUPERVISION RECEIVED  
Works under the general supervision of the Chief and Asst. Chief Juvenile Probation Officer. 
 
SUPERVISION EXERCISED  
None generally.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. Duties include the following: 
 
1. Performs the duties of executive assistant, clerk, bookkeeper, and office manager for the 

department. 
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2. Performs the duties of an executive assistant  including but not limited to the following: 
a. Answers incoming telephone calls, takes messages as needed and refers calls to the 

appropriate officer. 
b. Receives visitors including the juvenile clients and their families and notifies the 

appropriate officer of their presence or if the officer is not available, makes other 
arrangements such as directing them to another officer or resetting the appointment. 

c. Ensures that the juvenile client has completed a weekly report and/or signs the attendance 
sheet if applicable. 

d. Accept and records probation fees and restitution payments (deferred prosecution cases 
only) and makes a timely deposit with the County Treasurer. 

 
3. Maintains the administrative records of the department, prepares all juvenile client case files 

and maintains an efficient filing system under the direction of the Chief Probation Officer. 
 
4. Maintains a sufficient supply of form and other supplies used in the daily operations of the 

Department and notifies the Chief Probation Officer of needed supplies that must be ordered. 
 
5. Performs the function of confidential secretary to the Chief Juvenile Probation Officer and shall 

report problems to the Chief Officer regarding the collection of accounts, procedural and other 
matters. 

 
6. Responsible for distributing the incoming mail, preparing the mail for assignment and 

reviewing all significant correspondence with the Chief Juvenile Probation Officer. 
 
7. Performs typing services for the Probation Officers including various investigative reports, 

DPS reports, case records, general correspondence, various court documents and all forms 
essential to the operations of the probation department. 

 
8. Responsible for the timely and accurate data entry into the Caseworker Computer System 

relevant to all referrals and caseload information and subsequent updates as needed. 
 
9. Must participate in periodic training and instruction designed to improve knowledge and skills 

required to perform the responsibility and duties of this position as deemed necessary by the 
Chief Juvenile Probation Officer. 

 
7. Monitor compliance and annually review all contracts for residential service providers, and 

counseling services. Maintain correspondence with contracted services for invoices, payment, 
or variations from year to year cost request.  

 
8. Responsible for the timely and accurate data entry into the Juvenile Case Management System 

relevant to all referrals and caseload information and subsequent updates as needed. 
 

9. Accountant for all incoming invoices for payment by assigning each statement the correct 
designated line item number taking into consideration the revenue source that payment is made 
from. Forwarding all line item assigned invoices to the Chief Juvenile Probation Officer for 
approval and recording approved payment into financial tracking software for record retention.  
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10. Assist the Chief Juvenile Probation Officer with budget planning, tracking, and expenditures 

through the Texas Juvenile Justice Department Grant Manager System. Staying in close 
communication with the Comal County Auditor’s Office to ensure accurate reporting of budget 
related items to TJJD.   
 

11. Reconcile Excel Budget Worksheet with New World Budget System to assure accurate 
quarterly reporting to the Texas Juvenile Justice Department. Closely monitor New World 
account balances to assist Chief Juvenile Probation Officer with designation of revenue source.  
 

12. Provides Chief Juvenile Probation Officer analytical information of department statistics, 
financial tracking information, contract compliance, and interagency agreement’s for Juvenile 
Board Review. Assist in accumulating information, and processing the data into board 
presentation packets.  
 

13. Acts as liaison with Texas Juvenile Justice Department officials in regards to budgetary 
reporting, requested data analysis, and various forms of reporting required by the Texas 
Administrative code.  
 

14. Works closely with the Chief Juvenile Probation Officer on a daily basis to assist with 
presentation of information to the public, Juvenile Board, elected officials, and department 
staff. Performs various task at the direction of the Chief Juvenile Probation Officer as the need 
arises working with strick reporting deadlines and complex task requiring excellent problem 
solving and creative thinking techniques.     

 
15. Must participate in periodic training and instruction designed to improve knowledge and skills 

required to perform the responsibility and duties of this position as deemed necessary by the 
Chief Juvenile Probation Officer. 

   
Note:  The duties listed above are intended only as illustrations of the various types of work that may 
be performed.  The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related or a logical assignment to the position and is assigned by the supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
Must possess a high school diploma and should have knowledge of modern office practices, 
procedures and equipment including the ability to type at least 50 words per minute over a 5 minute 
time period and should be proficient in the use of computers and Word Perfect software. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read, analyze, and interpret general business periodicals, professional journals, technical 
procedures, or government regulations.  Ability to write reports, business correspondence, and 
procedure manuals.  Ability to effectively present information and respond to questions from groups 
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of managers, clients, juvenile justice system personnel and the general public. 
 
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 ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where 
only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, 
oral diagram or schedule form. 
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential duties of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions of this job. 
 
While performing the duties of this job, the employee is regularly required to sit, use hands to 
finger, handle or feel objects, tools or controls, talk or hear, and taste or smell.  The employee is 
occasionally required to stand, walk and reach with hands and arms.  The employee must regularly 
lift and/or move up to 10 pounds and frequently lift and/or move up to 25 pounds, Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception and the ability to adjust focus. 
 
TRANSPORTATION 
Must have reliable transportation available during normal business hours to perform employment-
related matters and must liability insurance coverage. 
 
OFFICE DEMEANOR 
The Executive Assistant is expected to be punctual, dependable, trustworthy, responsible and 
willing and able to work diligently during the 8 hour daily work schedule while possessing a 
congenial and helpful disposition and maintaining harmonious relationships with all other 
Departmental personnel. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
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 moderate. 
           
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job 
related tests might be required.  
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This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements 
of the job change.  The employee further understands, and accepts, that this position falls under the 
provision of an “At Will” employment, and under no circumstances is this a contract for 
employment.  
 
 
 
 
Approval: ___________________________  Approval: ___________________________ 
      (Supervisor or Department Head)    (Juvenile Board Chair) 
 
Effective Date:  _______________________ Revision History:_____________________ 
 
Acknowledgement of employee:___________________________________________________ 
     (Printed Last Name, First Name, MI) 
 
Signature of employee:___________________________________________________________ 
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