
LUZERNE COUNTY DEPARTMENT OF PROBATION SERVICES 
JOB OPENING 

 
Job Title: DIRECTOR 
Department:  DEPARTMENT OF PROBATION SERVICES 

 
SUMMARY 
Directs, administers, and coordinates the activities of the department in support of policies, goals, and objectives 
established by the Luzerne County Court by performing the following duties personally or through subordinate 
managers. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned. 

 
Guides and directs management in the planning and delivery of probation and pretrial services for Adult Probation & 
Parole, Juvenile Probation, Pretrial Services, Court Collections, County DUI Program, and County Community 
Service Program. 

 
Directs the preparation of short term and long-range plans and budgets based on the needs of the Department to reach 
the goals and growth objectives determined by the Court. 

 
Maintains a sound plan of organization establishing policies to insure adequate management development and to 
provide for capable management succession. 

 
Develops and installs procedures and controls to promote communication and adequate information flow. 

 
Establishes operating policies consistent with the Court's broad policies and objectives and ensures their execution. 

 
Evaluates the results of overall operations regularly and systematically and reports these results to the District Court 
Administrator and/or the President Judge. 

 
Ensures that the responsibilities, authorities, and accountability of all direct subordinates are defined and understood. 

 
Ensures that all organization activities and operations are carried out in compliance with local, state, and federal 
regulations and laws governing Court operations. 

 
 
SUPERVISORY RESPONSIBILITIES 
Manages subordinate supervisors who supervise a total of 80 or more employees in all divisions of Probation Services.    
 
Responsible for the overall direction, coordination, and evaluation all divisions and units, including direct 
supervision of some non supervisory employees.  
 
Carries out supervisory responsibilities in accordance with the Court's policies and applicable laws.  
 
Responsibilities include interviewing, hiring, and training employees; reviewing the planning, assigning, and directing 
of work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.    
 
QUALIFICATIONS To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  

 
EDUCATION and/or EXPERIENCE 
Minimum of a Bachelor's degree from a four-year college or university; and 3+ years of related experience 



and/or training; or equivalent combination of education and experience. 
 

  Must have at least 5 years’ experience supervising individuals. 
 

LANGUAGE SKILLS 
Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal 
documents. Ability to respond to common inquiries or complaints from clients, regulatory agencies, or members of 
the Court Ability to prepare articles for publication that conform to prescribed style and format. Ability to 
effectively present information to top management, public groups, and/or the Court. 

 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages. 
Ability to prepare and monitor budgets using the concepts of basic government accounting. 

 
REASONING ABILITY 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an 
extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and 
concrete variables. 
 

 
 

ALL INTERESTED APPLICANTS CAN APPY AT www.luzernecounty.org by clicking 
Departments/Human Resources/Now Hiring.  Please look for Director of Probation Services and apply 

under this tab.  Any questions can be sent to Melissa Schatzel at: 
Melissa.schatzel@luzernecounty.org 

http://www.luzernecounty.org/
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