
POSITION DESCRIPTION 
COUNTY OF LAPORTE, INDIANA 

 
POSITION:   Civil Deputy                       
DEPARTMENT:  Sheriff 
WORK SCHEDULE: As Determined 
JOB CATEGORY:  Not Used 
 
DATE WRITTEN:  December 2006     STATUS:  Part-time 
DATE REVISED:         FLSA STATUS:  Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The County 
of LaPorte provides reasonable accommodation to qualified employees and applicants with known disabilities who 
require accommodation to complete the application process or perform essential functions of the job, unless the 
accommodation would cause an undue hardship. 
 
Incumbent serves as Civil Deputy for the LaPorte County Sheriff’s Department, responsible for 
performing various administrative duties. 
 
DUTIES: 
 
Prepares civil process papers for service for three Superior Courts and one Circuit Court, plus foreign 
papers from other counties and states. Computes returns for Clerk's office for all courts.  Keeps 
accurate logs of service of process for courts. 
 
Files state tax warrants in County Clerk's office, notifies taxpayers by letter, maintains and updates tax 
warrants files and notifies appropriate law enforcement agency as necessary.  Sends money paid by 
taxpayers to Indiana Department of Revenue by voucher or check. 
 
Maintains and updates criminal and civil warrant records such as body attachments and bench warrants 
for three Superior Courts and one Circuit Court. 
 
Types correspondence, memorandums, reports and related documents for department personnel and 
opens, sorts and distributes mail as required.  Transcribes various types of tapes for Detective Bureau 
as needed. 
 
Assists administrative officers with the execution of Writ of Assistance, Writ of Possession, and Writ 
of Execution. 
 
Reads warrants to offenders and occasionally arrests as necessary.  
 
Researches mortgages before issuing property bonds with Sheriff's approval. 
 
Responds to inquiries and provides assistance to attorneys surrounding the statutory requirements and 
procedures for civil process papers and Sheriff's sale. 
 
Validates criminal arrest warrants for Indiana Data and Communications System (IDACS) and 
National Crime Information Center (NCIC) monthly as mandated by the state. 
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Answers telephone and greets office visitors, determines nature of call or visit, answers inquiries and 
provides assistance, takes messages, or routes to appropriate person or agency. 
 
Performs related duties as assigned. 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 
High school diploma or GED. 
 
Must be at least 21 years of age. 
 
Ability to meet all department hiring requirements, including passage of a drug test. 
 
Working knowledge of standard office practices and ability to apply such knowledge to a variety of 
interrelated processes, tasks, and operations. 
 
Practical knowledge of practices, police procedures, rules and regulations and ability to maintain 
efficient operations of department. 
 
Working knowledge of legal terminology and the law and familiarity with standard legal documents 
and forms pertaining to civil papers and Sheriff’s sale.  Ability to explain and interpret statutory 
requirements and procedures. 
 
Knowledge of standard English grammar, spelling, and punctuation and ability to perform arithmetic 
calculations. 
 
Ability to type and use standard office equipment, such as computer, typewriter, calculator, transcriber, 
copy machine, fax machine, and telephone.  Ability to accurately transcribe voice recordings. 
 
Ability to effectively exercise arrest powers as necessary. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons. 
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
representatives of other law enforcement agencies and departments, Indiana Department of Revenue, 
and members of general public in a courteous and tactful manner, including being sensitive to 
professional ethics, gender, cultural diversities, and disabilities. 
 
Ability to work alone with minimum supervision and with others in a team environment. 
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Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under 
time pressure. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings 
in oral and written form. 
 
Ability to occasionally work extended hours and evenings. 
 
Possession of a valid Indiana driver’s license and a demonstrated safe driving record. 
 
II.  RESPONSIBILITY: 
 
Incumbent performs a variety of duties according to the established practices and procedures of the 
department, using judgment and taking personal action in determination and implementation of the 
best methods to achieve desired results.  Work is reviewed at critical phases and upon completion.  
Undetected errors could result in loss of time and money to the department, other agencies and the 
public as well as inconvenience to the public. 
 
III.  PERSONAL WORK RELATIONSHIPS: 
 
Incumbent maintains frequent contact with co-workers, other County departments, representatives of 
other law enforcement agencies and departments, Indiana Department of Revenue, and members of 
general public for a variety of purposes, including receiving daily assignments, rendering service, and 
explaining department policies and procedures. 
  
Incumbent reports directly to the Chief Deputy/Major. 
 
IV.  PHYSICAL EFFORT/WORK ENVIRONMENT: 
 
Incumbent performs duties in standard office environment, including sitting and walking at will, 
lifting/carrying objects weighing under 25 pounds, bending, keyboarding, speaking clearly, close 
vision, and hearing sounds/communication.  Incumbent may be required to work with or be exposed to 
irate/hostile individuals.  Incumbent occasionally works extended hours and evenings. 
 
 
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Civil Deputy for the LaPorte County Sheriff’s Department 
describes the duties and responsibilities for employment in this position.  I acknowledge that I have 
received this job description, and understand that it is not a contract of employment.  I am responsible 
for reading this job description and complying with all job duties, requirements, and responsibilities 
contained herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____  No_____ 
 
 
_________________________________________   _______________________ 
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Applicant/Employee Signature     Date 
 
 
_________________________________________ 
Print or Type Name 
 


