
CHEROKEE COUNTY GEORGIA 
POSITION DESCRIPTION 

 
TITLE: DEPUTY - UNCERTIFIED 

 
 

GENERAL DESCRIPTION 
 
The essential function of the position within the organization is to train to become 
proficient in enforcing local, state and federal laws and ensuring public safety.  The 
position’s responsibilities will vary, depending upon the assigned area of duty, so training 
may include patrolling assigned areas of the County, enforcing laws and ordinances, 
providing clerical/administrative support in the Sheriff’s Office, providing security, making 
arrests, issuing citations, serving legal documents, providing assistance to the public, 
maintaining controlled access to restricted areas, working in the Adult Detention Center, 
providing courtroom security, transporting and/or guarding detainees, taking fingerprints, 
or working in special units, and performing related clerical tasks.  The position works 
under direct supervision according to set procedures. 
 
PRIMARY DUTIES: This list represents the essential tasks performed by this position.  
Employees may be assigned additional duties by management as required. 
 
The position trains to become proficient in a selection of the following tasks, depending 
upon assigned work area: 
 
Conducting routine car/foot patrols in residential and business areas of the County to 
provide a visible deterrent in uniform and to check for criminal activity; maintaining 
contact with business owners and residents to ensure good relations; performing 
security checks for homes and businesses. 
 
Responding to calls for law enforcement assistance for situations such as domestic 
disputes, residential or business break-ins, vehicle accidents, or disputes among 
juveniles; enforcing federal, state and local laws by performing warrant, felony or 
misdemeanor arrests. 
 
Performing background checks for private employment; entry of stolen guns, articles, 
plates and vehicles on NCIC/GCIC; procurement of lien holder information for wrecker 
services; and confirming of wanted persons (warrants) and of stolen property. 
 
Preparing and maintaining departmental records and reports in accordance with 
applicable policy, procedures and regulations; preparing and filing written incident 
reports; answering departmental telephones and providing information; and completing 
required forms. 
 
Recording fingerprints for other governmental agencies, registering visitors, handling 
bonding, searching newly arriving arrested persons and securing personal property, 
including accurately detailing items of value, and performing computer data entry of 
personal information and criminal charges. 
 
Working in the Adult Detention Center quelling disturbances; ensuring safety and 
security of inmates, civilian personnel, and other deputies and staff; answering 
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telephones; performing accurate head-count procedures; ensuring physical security of 
County property; escorting medical and chaplain staff into housing environments; 
distributing mail; handling key control, ingress and egress access control via remote 
computer systems and video feed; or assisting with transporting of inmates throughout 
the state. 
 
Performing public relations functions, such as providing tours of the Sheriff Department, 
providing information and answering questions at special events, or instructing classes 
on safety and child abuse to school children. 
 
Serving legal documents such as warrants and subpoenas; assisting with traffic control 
for funeral processions and with fire and rescue calls. 
 
Providing security for courtrooms as assigned; serving as escort in the transporting of 
prison inmates; transporting mental patients to/from hospitals/mental health facilities as 
required. 
 
Providing for safe and convenient flow of vehicular and pedestrian traffic within the 
community; investigating traffic accidents; enforcing traffic laws; reporting unsafe road 
conditions to appropriate personnel; and conducting DUI/speed/driver’s license checks. 
 
Working with special units such as K-9, School Resource Officer or Criminal 
Investigation as assigned. 
 
Issuing civil or legal documents such as traffic citations; preparing forms and other 
documents as required; testifying in civil and/or criminal court proceedings or giving 
depositions. 
 
Performing clerical tasks and providing customer service, including running driver’s 
license and criminal history checks; issuing and running checks on gun permits; 
preparing correspondence; entering statistical data, missing persons or court dates; or 
photographing and digitally scanning using state-of-the-art digital facial recognition 
software. 
 
Maintaining equipment of responsibility, and maintaining physical condition in 
compliance with departmental guidelines and standards. 
 
Attending in-service training and technical or professional classes or seminars to 
improve technical and professional skills and to maintain certification. 
 
 

GENERAL RESPONSIBILITIES AND REQUIREMENTS 
 
DATA RESPONSIBILITY: “Data Responsibility” refers to information, knowledge, and 
conceptions obtained by observation, investigation, interpretation, visualization, and 
mental creation.  Data are intangible and include numbers, words, symbols, ideas, 
concepts, and oral verbalizations. 
 
Collects, classifies, and formats data or information. 
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PEOPLE RESPONSIBILITY: “People Responsibility” refers to individuals who have 
contact with or are influenced by the position.  
 
Provides assistance to people to achieve task completion. 
 
ASSETS RESPONSIBILITY: “Assets Responsibility” refers to the responsibility for 
achieving economies or preventing loss within the organization. 
 
Requires some responsibility for achieving minor economies and/or preventing minor 
losses through the handling of or accounting for materials, equipment or small amounts 
of money. 
 
MATHEMATICAL REQUIREMENTS: “Mathematics” deals with quantities, magnitudes, 
and forms and their relationships and attributes by the use of numbers and symbols. 
 
Uses addition, subtraction, multiplication, and division; may compute ratios, rates, and 
percents. 
 
COMMUNICATIONS REQUIREMENTS: “Communications” involves the ability to read, 
write, and speak. 
 
Reads technical instructions, charts, and/or procedures manuals; composes routine 
reports and completes job forms; speaks compound sentences using standard grammar. 
 
COMPLEXITY OF WORK: “Complexity of Work” addresses the analysis, initiative, 
ingenuity, creativity, and concentration required by the position and the presence of any 
unusual pressures. 
 
Performs skilled work involving rules/systems with almost constant problem solving; 
requires normal attention with short periods of concentration for accurate results and 
occasional exposure to unusual pressure. 
 
IMPACT OF DECISIONS:  “Impact of Decisions” refers to consequences such as 
damage to property, loss of data or property, exposure of the organization to legal 
liability, or injury or death to individuals. 
 
Makes decisions with serious impact - affects most units in organization, and may affect 
citizens; probability of loss of life and/or damage are likely. 
 
EQUIPMENT USAGE: “Equipment Usage” refers to inanimate objects such as 
substances, materials, machines, tools, equipment, work aids, or products.  A thing is 
tangible and has shape, form, and other physical characteristics. 
 
Handles machines, tools, equipment, or work aids involving moderate latitude for 
judgment regarding attainment of standard or in selecting appropriate items, such as 
firearms, vehicles, radar, computer, police band radio or pager. 
 
SAFETY OF OTHERS:  “Safety of Others” refers to the responsibility for other people’s 
safety, either inherent in the job or to assure the safety of the general public. 
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Requires considerable responsibility for the safety and health of others and/or 
continuous enforcement of the laws and standards of public health and safety. 
 
 

EDUCATION AND EXPERIENCE REQUIREMENTS 
 

EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific 
training and education required for entry into the position. 
 
Requires high school diploma or GED. 
 
LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: “Licenses, 
Certifications, and Registrations” refers to professional, state, or federal licenses, 
certifications, or registrations required to enter the position. 
 
Requires a valid State of Georgia Driver's License and satisfactory Motor Vehicle 
Record, and attainment of P.O.S.T. certification within a set period after hire designated 
by management. 
 
EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of 
work experience that is required for entry into the position that would result in reasonable 
expectation that the person can perform the tasks required by the position.  
 
Requires six months of related experience. 
 
 

AMERICANS WITH DISABILITIES REQUIREMENTS 
 

PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical 
exertion and coordination of limb and body movement. 
 
Requires medium to heavy work involving exerting up to 50 pounds of force on a 
frequent basis, and exceptional dexterity and skill in operating machinery, firearms, tools 
or office equipment. 
 
UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the 
work environment that may cause illness or injury. 
 
The position is exposed to extreme heat/cold, wet or humid conditions, bright/dim lights, 
dust or pollen, intense noise levels, fumes or noxious odors, moving mechanical parts, 
electrical shock, heights, violence, disease/pathogens, traffic, animals/wildlife, 
explosives, toxic or caustic chemicals and radiation.  
 
SENSORY REQUIREMENTS: “Sensory Requirements” refers to hearing, sight, touch, 
taste, and smell necessary to perform the tasks required by the position efficiently. 
 
The position requires normal visual acuity and field of vision, hearing, speaking, color 
perception, sense of taste, sense of smell, depth perception and texture perception. 
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AMERICANS WITH DISABILITIES ACT COMPLIANCE 
 
Cherokee County is an Equal Opportunity Employer.  ADA requires the County to 
provide adequate accommodations to qualified persons with disabilities. Prospective and 
current employees are encouraged to discuss ADA accommodations with management. 
 
 


