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MONTGOMERY COUNTY SHERIFF’S OFFICE 
JOB DESCRIPTION 

 
JOB TITLE: Deputy / School Resource Officer       
 
DATE:  December 2012     
 
REPORTS TO: SRO Sergeant    PAY GRADE:  Public Safety D  
 

  
PURPOSE OF JOB 
 
SROs provide a safe and drug-free educational environment at assigned school(s) during and after 
school hours by maintaining high visibility, investigating juvenile crimes and crimes against juveniles and 
enforcing laws.  Duties and responsibilities include, but are not limited to, prevention, enforcement, and 
investigation of reports concerning violence, street gangs, theft, vandalism, drugs, alcohol, and any 
other criminal activity that may occur on school campus;  giving classroom presentations; and 
establishing rapport with students, faculty and the community. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
School Resource Officers assume major responsibility related to the following duties.  These are not to 
be constructed as exclusive or all-inclusive.  Other duties may be required and assigned.   
 
•   Conduct investigations involving criminal activity. 
 
•   Prepares police and school reports and maintains files. 
 
•  Provides, plans and controls security and personnel for school activities. 
 
•   Designs lesson plans, prepares instructional materials and gives classroom presentations 

pertaining to law-related education.   
 
•  Patrols school buildings and immediate surroundings and removes trespasser from campus at 

the request of school administration or state law. 
 
•  Directs and monitors pedestrian and vehicular traffic before and after school and activities.  

Conducts vehicle searches, when needed, and issues citations. 
 
•  Participates in informal counseling and discussions with faculty, parents and students regarding 

laws and community help agencies.   
 
•  Serves as safety advisor to school administration regarding unruly juveniles, trespassing, 

building safety and crisis management situations. 
 
•  Monitors students to preserve safety, order and discipline in the school. 
 
•  Establishes rapport with the students, faculty and the community.  Acts as a positive role model. 

DIVISION: Enforcement 
SECTION: Administration 
UNIT:  School Resource Officers 
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•  Recovers lost or stolen property, seizes contraband and refers delinquent and dependent 

students to school and community help agencies, as appropriate. 
 
•  Makes juvenile and adult arrest, maintains files and records of cases and makes court 

appearances. 
 
•  Sponsors or actively participates in youth services i.e. teen court. 
 
•  Attends required training from both the Sheriff’s Office and the school system. 
 
MINIMUM TRAINING AND EXPERIENCE 
Bachelor’s Degree in a related field required with one to three years of law enforcement experience; or 
any equivalent combination of education, training and experience that provides the requisite 
knowledge, skills and abilities for this job.  Must possess and maintain certification from the Tennessee 
Police Officer Standards and Training Commission as a law enforcement officer.  Must possess a valid 
Tennessee driver’s license and completed School Resource Officer basic course.  Quarterly weapons 
qualification is required.  A teacher’s certification is preferred but not required.  Must have good human 
relationship and communication skills. 
 

(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM  
ESSENTIAL JOB FUNCTIONS 

 
PHYSICAL REQUIREMENTS:  Must be physically able to operate a variety of office machines.  Must be 
able to use body members to work, move or carry objects or materials.  Must be able to exert up to 
twenty pounds of force occasionally and / or up to ten pounds of force frequently.  Physical demand 
requirements are of those for sedentary work.  Must be able to lift and/or carry weight of twenty to 
forty pounds.   
 
DATA CONCEPTION:  Requires the ability to compare and or judge the readily observable functional, 
technical, structural, or compositional characteristics (whether similar to or divergent from obvious 
standards) of data, people, or things, 
 
INTERPERSONAL COMMUNICATIONS:  Requires the ability of speaking and/or signaling people to 
convey or exchange technical and administrative information.  Includes giving assignments and/or 
directions to coworkers or assistants. 
 
LANGUAGE ABILITY:  Requires the ability to read a variety of informational documentation, directions, 
instructions, and methods and procedures.  Requires the ability to write reports with proper format, 
punctuation, spelling and grammar, using all parts of speech.  Requires the ability to speak with and 
before others with poise, voice control, and confidence using correct English and a well-modulated 
voice. 
 
INTELLIGENCE:  Requires the ability to learn and understand basic principles and techniques, to make 
independent judgments in absence of supervision and to acquire knowledge of topics related to the job. 
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VERBAL APTITUDE:  Requires the ability to record and deliver information to supervisors and elected 
officials, to explain procedures and policies and to follow verbal and written instructions, guidelines and 
objectives. 
 
NUMERICAL APTITUDE:   Requires the ability to add and subtract totals, multiply and divide, determine 
percentages, determine time and weight and utilize statistical inference. 
 
FORM / SPATIAL APTITUDE:  Requires the ability to inspect items for proper length, width, and shape. 
 
MOTOR COORDINATION:  Requires the ability to coordinate hands and eyes in using automated office 
equipment. 
 
MANUAL DEXTERITY:  Requires the ability to handle a variety of items, office equipment, control knobs, 
switches, etc.  Must have the ability to use one hand for twisting or turning motion while coordinating 
other hand with different activities.  Must have minimal levels of eye/ hand / foot coordination.   
 
INTERPERSONAL TEMPERAMENT:  Requires the ability to deal with people (i.e. staff, supervisors, 
general public and elected officials) beyond giving and receiving instructions such as in interpreting 
departmental policies and procedures.  Must be adaptable to performing under extreme stress when 
confronted with an emergency. 
 
PHYSICAL COMMUNICATION:  Requires the ability to talk and/or hear: (talking – expressing or 
exchanging ideas by means of spoken words).  (Hearing – perceiving nature of sounds by ear). 
 
 
KNOWLEDGE OF JOB 

 
Has general knowledge of the policies, procedures, and activities of the County and Sheriff’s Office 
practices as they pertain to the performance of duties relating to the job of School Resource Officer.   
Has general knowledge of criminal and juvenile investigation practices as necessary in the completion of 
daily responsibilities.  Knows how to keep abreast of any changes in policy, methods, computer 
operations, equipment needs, etc. as they pertain to departmental operations and activities.  Is able to 
effectively communicate and interact with supervisors, members of the general public and all other 
groups involved in the activities of the department.  Is able to assemble information and make written 
reports and documents in a concise, clear and effective manner.  Has good organizational, human 
relations and technical skills.  Is able to use independent judgment and work with little direct 
supervision when necessary.  Has the ability to comprehend, interpret and apply regulations, procedures 
and related information.  Has comprehensive knowledge of the terminology, principles and methods 
utilized within the department.  Has the mathematical ability to handle required calculations. 
 
Montgomery County is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, the county may provide reasonable accommodations to qualified individuals with 
disabilities and encourages both prospective and current employees to discuss potential 
accommodations with the employer.  
 
 For information concerning the ADA Minimum Qualifications Required to Perform Essential Job 
Functions, please contact Captain Kujawa in the Personnel & Training Office at 931-648-5744. 
 


