
 
 

Booking Officer 
 

Closes On: August 2, 2021 at 12:00 AM CST 
Job Status: Full-Time 
Days Worked: Sun., Mon., Tue., Wed., Thu., Fri., Sat. 

  

Salary Information 

10 hour shifts, bid by seniority are 8AM-6PM, 2PM-12AM or 10PM-8AM.  

The shift for this position is 2PM-12AM. 

$14.32/Hr Step 1 

Job Duties 

Booking of inmate by entering personal identification and arrest charges into the jail management system. 
Cancel warrants and process paperwork. Take video-imaging picture of inmates. Receive information from 
arresting officer and enter correct charges under inmate booking record. Log all inmate property at the time of 
book in. Process bond notices and notices to appear and contact other agencies for court dates. May assist in 
the feeding and observation of inmates in booking area. Perform office duties as needed. Maintain inmate 
property room and booking area. 

Minimum Qualifications 

1. Must be 18 years of age. 
2. Must have a High School diploma or the equivalent. 
3. Must have the ability to read and comprehend English. 
4. Six (6) months experience in data processing or specialized training. 
5. Must be able to file. 
6. No felony or domestic violence convictions including diversions and expungements. 
7. Serious misdemeanor convictions will be evaluated including diversions and expungements. 

Physical Requirements 

Determined Work Level: Level 2 – Light Work Exerting up to 20 pounds of force occasionally, and/or up to 10 
pounds of force frequently. Required walking or standing to a significant degree; or requires sitting most of the 
time but entails pushing and/or pulling of arm or leg controls. Ability to remain sitting for extended periods of 
time. Ability to communicate ideas by means of the spoken word. Ability to pick, pinch or otherwise work 
primarily with fingers rather than with the whole hand or arm as in handling objects. Ability to use one or both 
arms or hands to move controls on machinery or equipment. 

Veteran's Preference 

Former military personnel or their spouse that have been verified as a veteran under K.S.A. 73-201 will receive 
an interview if they meet the minimum qualifications of the position and successfully pass any required pre-
employment testing or any requirements such as licensing. The veterans' preference laws do not guarantee 
the veteran a job. Positions are filled with the best qualified candidate as determined by the hiring officials. To 
be successful, the expectation is that a candidate will be able to competently perform the routine tasks of the 
position with limited supervision by the end of the probationary period of covered positions.  

Veteran's Preference Notice 

Veteran's Preference Eligibility Request Form 

https://ks-salinecounty.civicplushrms.com/Application/Login.aspx?enc=5c6lXVqGrYZeTQLFO9PMRROsKRlPFhK1i6iUCI4Yb2SNwukLjnG2yvEU5R+apfx2
http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Notice.pdf?ver=2017-06-13-153917-497
http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Request%20Form.pdf?ver=2017-06-13-153926-520

