
 
 

BENTON COUNTY POSITION DESCRIPTION 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 

Administrative Specialist  B 2 1 Non-Exempt 

POSITION TITLE: Accreditation/Policy Specialist POSITION#:  

☐New     ☒Revised   Date: March 11, 2019 

SERVICE TYPE:  AFSCME 

Employee Name: Vacant Department: Sheriff’s Office Supervisor: Undersheriff  

FTE:  1.0 Employment Status:       Regular Full Time 

 
Position Summary:  
 

 

 

 
Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Policy and Accreditation Coordination 

 Monitors trends and issues associated with Oregon Accreditation Alliance, including 
proposed changes or amendments to standards or process changes.  Advises 
leadership of changes so leadership can assess impact on Benton County Sheriff’s 
Office (BCSO) policies and procedures. 

 Reviews Oregon Accreditation Alliance (OAA) standards. Notes the standards in agency 
written directives to ensure compliance.  

 Manages policy development process. Recommends and drafts written directives 
(policies, procedures, plans, forms) to comply with OAA standards for approval by the 
Sheriff.  

 Coordinates the periodic review and revision of general orders, procedures, and forms, 
including review by the staff, the labor union policy board, and the management team. 

 Maintains accreditation compliance files and tracks accreditation activities, including 
collecting proofs for accreditation standards. Maintains the master and archive files for 
agency written directives and reaccreditation assessments. Prepares and submits BCSO 
Annual Report to OAA. 

 Facilitates BCSO interaction with OAA, including representing the agency at state-wide 
accreditation meetings.  

50% 

2 MFA:  Project Support  
 Works with command staff on overall web presence. Monitors BCSO web site for 

effective community outreach, regularly updating the Sheriff’s Office home page, 
posting media releases and special events, and working with subject matter experts to 
write and/or update pages. Coordinates periodic review of entire site with command 
staff. 

35% 

Responsible for facilitating the accreditation program and process, including planning and coordination of 
accreditation activities; collecting data, drafting and maintaining Sheriff’s Office general orders, policies, 
procedures, forms and other written directives; and integration of accreditation standards.  Position is also 
responsible for project management assigned by the Sheriff.    



 
 

 Facilitates annual BCSO Citizens’ Academy which includes: recruitment, student 
communication, schedule development, coordination with instructors, logistics of 
classroom and field settings, compiling of program materials, and facilitating class 
sessions. 

 Designs print communications aimed at community members. Includes photographing, 
writing and designing the BCSO Annual Report, program brochures, and flyers. 

 Manages community outreach events such as the Drug Take Back Event. Includes 
volunteer solicitation, event advertising, logistics coordination, and project reporting. 

 Coordinates special projects as assigned by the Sheriff.  Develops project plans, 
implements project and reports on project results. 

3 MFA: Administrative/Personnel Support 
 Coordinates employee performance evaluation process. 
 Tracks and maintains confidential BCSO personnel background files. 
 Coordinates the review and updates to the New Employee Handbook. Compiles and 

provides handbooks for new employees as needed. 
 Maintains agency organizational charts. 
 Facilitates awards event including ordering awards and printing certificates. 

15% 

 Other duties as assigned.  
Percentages should total 100% 100% 

 

Special Requirements related to essential functions: 

 

 

Physical Requirements:   

 

 

 

 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

 

 

Must maintain a valid driver’s license. 

Must be able to move tables and chairs for meetings, and be able to move supplies.  Position requires reaching, 
standing, walking, grasping, feeling, talking, hearing, seeing and repetitive motions.  Sedentary Work includes 
exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to life, 
carries, push, pulls or otherwise move objects, including the human body.  Sedentary work involves sitting most of 
the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria 
are met. 


