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ISABELLA COUNTY 

TRIAL COURT 

 

COURT OFFICER 
 
The Isabella Trial Court has an opening for a full time (40 hour) Court Officer.  The job 

description below is an outline of the job duties associated with this position. Ideal applicant will 

possess characteristics of excellent public relations, flexibility, computer skills, common sense, 

and background in law enforcement/security, first aid/EMT training/certification, and proficient 

in the use of firearms, defensive tactics and a pleasant personality. Starting wage $33,978.22 

($16.34 per hour) plus generous benefit package. Submit application, cover letter and resume to 

Kerri Curtiss, Court Administrator, via email kcurtiss@isabellacounty.org, fax 989.779.8022 or 

regular mail 300 N Main Street, Mt. Pleasant, MI 48858. Application deadline is May 24, 2019.  

 
 

General Summary 
 

A court employee under the direct supervision of the Chief Assignment Clerk, performs the 

duties of a Court Officer providing for the safety and security of court users and personnel.  

 

Essential Functions 
 

1. Operate x-ray machine, magnetometer and hand wand with efficiency as patrons 

enter the screening area. Monitor security cameras in the security room as assigned 

or designated. 

 

2. Provide constant courtroom security for all courtrooms, including referee and 

magistrate, as needed.  Priority will be given each day as to which courtroom is in 

need of a court officer.  This may require the court officer to move from courtroom 

to courtroom throughout the day. 

 

3. When court is not in session will patrol the courthouse and monitor all patrons who 

enter.    

 

4. Responsible for juror security.  Checking all jurors in for jury pick, showing of 

video during orientation, handing out juror pamphlets and monitoring jurors during 

jury trials. 

 

5. Conduct searches of inmates, transport inmates to and from jail to court, monitor 

inmates while in the courtroom and holding cell.  

 

6. Conduct searches of each courtroom on a daily basis before court sessions and at 

the end of each day.  Report any foreign objects to the Sheriff Department 

immediately for their inspection. 
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7. Responsible for delivering docket to Sheriff Department each morning to ensure 

that inmates are ready and brought over for next day's court proceeding. 

 

8. Check route traveled to and from jail, building restrooms and hallways, and outside 

doors for weapons, foreign, suspicious, unusual objects for anything that may be 

used as a weapon and/or contraband such as cigarettes, tobacco products, controlled 

substance, etc. 

 

9. Check parking lots for unusual/suspicious vehicles those that are not moved, have 

covered license plates, persons sitting idle, car ignition on watching building, etc. 

 

10. Performs all other duties as assigned by supervisor or management. 

 

This list may not be inclusive of the total scope of job functions to be performed.  Duties and 

responsibilities may be added, deleted or modified at any time. 

 

Employment Qualifications 
 

Must be certified or have the ability to become certified in first aid including CPR and weapons 

training.  Familiarity with computers and keyboard use is required. 

 

Education: High school education.  Corrections or law enforcement certificate preferred.  

Specialized training in firearms, pepper spray, basic first aid, CPR, security, defensive tactics, 

blood borne pathogens training, and metal detectors is also preferred.    

 

Experience: Training in court security and procedures. A background of either military, 

corrections or police work, dealing with the general public and proper handling of inmates.  

Requires an ability to recognize, confront, control and resolve problems as they arise which could 

be and most commonly would be without warning.  Participate in Bailiff/Court officer training 

and continued education in this area on a yearly basis.  Willingness to keep current with new 

forms of restraints, bomb/metal detection and possible involvement with local police. 

 

Certification:  Must have ability to be certified to carry a firearm, pepper spray, chemical agents, 

restraints, self defense, pressure point control, and training on different ways of restraining 

individuals.  Also ability to become certified in basic first aid and CPR.  Must pass security 

clearance and be bonded. 

 

FLSA Status:  Non-exempt 

 

The qualifications listed above are intended to represent the minimum skills and experience levels 

associated with performing the duties and responsibilities contained in this job description.  The 

qualifications should not be viewed as expressing absolute employment or promotional standards, 

but as general guidelines that should be considered along with other job-related selection or 

promotional criteria. 
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Physical Requirements: This job requires the ability to perform the essential functions contained 

in this description.  These include, but are not limited to, the following requirements.  Reasonable 

accommodations will be made for otherwise qualified applicants unable to fulfill one or more of 

these requirements. 

 

Ability to withstand prolonged periods of sitting. 

Ability to withstand prolonged periods if standing. 

Exposure to individuals charged or convicted with criminal offenses. 

May be exposed to infectious diseases 

Ability to access courtrooms, board rooms, and other work locations. 

Michigan driver license and automobile for travel. 

 


