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     County of Berks 
Position Description Form 

 

 

Position Title: Deputy Sheriff 

Department: Sheriff Reports To: Sergeant 

Wage 
Category:  Exempt  Non-Exempt 

EEO-1 
Category: 

Protective 
Services 

Union 
Classification: AFSCME eligible 

    

 
POSITION SUMMARY: 
Performs operation of data entry, verification and imaging functions relating to court 
document filings; daily assignment of Judges to civil and criminal cases; interface with 
personnel within the department and in other court-related departments; does related 
work as required.  The work is performed under the supervision of the Court Information 
Management Supervisor and Deputy Court Administrator. 
 
POSITION RESPONSIBILITIES: 
Essential Functions 
1. Serves all writs and orders of the Court. 
2. Performs Levies and holds personal property sales. 
3. Conducts Sheriff Sales. 
4. Maintains courtroom security. 
5. Transports prisoners. 
6. Serves arrest and bench warrants. 
7. Serves Protection from Abuse orders including weapons seizures and exclusions. 
8. Controls prisoners in the cell block and while under the control of the deputy. 
9. Escorts prisoners to Court and back to cell block. 
10. Investigates firearms applications for dealers and License to Carry permits. 
11. Guards prisoners outside of prison. 
12. Enforces court orders. 
13. Serves injunctions and maintains order at strikes. 
14. Processes legal papers. 
15. Maintains records, prepares and types reports. 
16. Contacts attorneys, defendants, applicants, references and others by telephone. 
17. Secures property. 
18. Posts notices for Sheriff and Tax Sales. 
19. Travels inter and intra state for extraditions. 
20. Assists police at incidents, in Court, at DUI centers and any other time when 

required. 
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21. Enforces crime code. 
22. Enforces vehicle code. 
 
Non-Essential Functions 
None. 
 
MINIMUM EDUCATION AND EXPERIENCE: 
1. High school diploma or G.E.D. certification from a recognized issuing agency. 
2. Must be at least 21 years of age and a citizen of the United States. 
3. Must possess a valid Pennsylvania drivers’ license and be willing to obtain a 

Commercial Driver’s License as required.  Must have a class “C” CDL or permit with 
Passenger Endorsement at time of hire or obtain within 30 days of hire. 

4. Successful completion of a rigid security background check and oral interview. 
5. Completion of Municipal Police Officers Education and Training Program, P.L. 1974, 

Act 120, or State Police Officer Education and Training, or Deputy Sheriff’s Education 
and Training Act, P.L. 1984, Act 1984-2 certified at the time of application, or 
equivalent combination of experience and training which provides these requirements, 
qualifications, skills, and abilities. 

6. During the first year of employment, must attend, complete and pass the Act 2 Waiver 
Training to include: Civil and Criminal Court proceedings, Court Security, 
Transportation, etc. 

7. Must attend and successfully complete Act 120 and Act 2 updates as required. 
8. Must successfully qualify and complete the Berks County Sheriff’s Department 

Firearms Training Program. 
 
MINIMUM KNOWLEDGE, SKILLS AND ABILITIES:  
1. Ability to understand and carry out complex oral and written directions. 
2. Ability to drive and automobile, van or bus as required. 
3. Skill in powers of observation and memory. 
4. Ability to exhibit excellent moral character. 
5. Ability to exercise good judgment, tact, and courtesy. 
6. Ability to deal with and communicate with distraught, disturbed and/or  maladjusted 

people. 
7. Physical presence in the office may be required. 
 
PHYSICAL DEMANDS: 
Duties are performed both in an office environment and in the field.  In the field the 
employee is exposed to varying and extreme weather conditions.  Must have the 
capability to hear, speak, and see to communicate with the public.  Must have the strength 
and ability to apprehend, subdue and restrain criminal offenders.  Physical exertion may 
be required to climb stairs and over walls, run, bend, twist, reach, crawl through tight 
spaces, kneel in confined areas; sit for prolonged periods of time; move/push/pull or lift 
heavy objects exceeding 50 lbs. 
 
 
 
 
 



3 

 

WORKING ENVIRONMENT: 
Employees risk physical hazard from violence, aggressive and hostile people, a variety 
of weapons, noise, exposure to bio-hazard communicable diseases, hazardous 
materials, chemicals, bodily fluids, sharp objects, traffic, drugs and drug paraphernalia; 
high risk of civil litigation due to the performance of duties. 
 
Position requires the ability to work overtime when necessary, due to assignments (i.e. 
court in session after hours, long distance transports, writ and warrant service, etc.).  
 
 
This position description serves as a guideline for communicating the essential functions 
and other information about the position to the applicant/employee. It is not intended to 
create a binding employment contract nor cover every detail of the position and may be 
changed where appropriate. 
 


