
POSITION DESCRIPTION 
COUNTY OF PORTER, INDIANA 

POSITION: Police Resource and Outreach Coordinator 
DEPARTMENT: Sheriff 
WORK SCHEDULE: 8:00 a.m. – 4:30 p.m., M-F 
JOB CATEGORY: PAT (Professional, Administrative, Technological) 

DATE WRITTEN: March 2023 STATUS: Full-time 
DATE REIVSED: FLSA STATUS: Non-Exempt 

To perform this position successfully, an individual must be able to perform each essential function of the 
position satisfactorily. The requirements listed in this document are representative of the knowledge, skill, 
and/or ability required. The Porter County Sheriff provides reasonable accommodations to qualified 
employees and applicants with known disabilities who require accommodation to complete the 
application process or perform essential functions of the job, unless those accommodations would present 
an undue hardship. 

Incumbent serves as Social Worker for the Porter County Sheriff’s Office, responsible for 
supporting the well-being of Police Officers and providing mental health guidance to citizens 
and officers. 

DUTIES: 

Provides limited crisis intervention support on specific cases including, but not limited to, 
people struggling with mental health crises, dementia, homelessness, or addiction. Coordinates 
the Police Assisted Addiction Recovery Initiative (PAARI) program, involving officer training or 
public forums to communicate the program to the community. 

Coordinates with community social service agencies to provide referral services for citizens. 

Leads diversity and inclusion trainings and discussions focused on supporting diversity and 
inclusion within and outside the police department. 

Coordinates a regional/statewide group of police social workers for monthly, quarterly or 
annual meetings to share ideas and resources and create support for this relatively new 
profession. 

Participates in developing and implementing agency and administrative policy. 

Expands problem solving capacity for 21st Century public safety in the city and beyond. Works 
with community and other city staff on potential public safety related challenges. 

Performs related duties as assigned. 



  

JOB REQUIREMENTS: 
 
Master’s Degree in social work or related field. 
 
Must be at least 21 years old. 
Ability to meet all departmental hiring requirements, including being a United States citizen and 
passing a background check. 
 
Working knowledge of and ability to appropriately utilize Valparaiso City community resources, 
including government/social services agencies, schools, treatment facilities, and therapists. 
 
Working knowledge of standard English grammar, spelling and punctuation, and ability to 
maintain detailed records and prepare written reports. 
 
Ability to effectively communicate orally and in writing with co-workers, other City 
departments, various community and referral partners, Valparaiso Community Schools, and the 
public, including being sensitive to professional ethics, gender, cultural diversities, and 
disabilities. 
 
Ability to adhere to professional code of ethics for social work, including confidentiality, 
respecting the dignity and worth of individuals, and collaboration. 
 
Ability to compare or observe similarities and differences between data, people, or things. 
 
Ability to compile, collate, analyze, evaluate, observe, and coordinate data and take action 
based on data analysis. 
 
Ability to deal swiftly, rationally, and decisively with potentially violent individuals and 
deescalate volatile situations by means of conversation/negotiation. 
 
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 apply knowledge of people and locations and plan/layout assigned work projects.  
 
Ability to work alone with minimum supervision and with others in a team environment. 
 
Ability to work on several tasks at the same time and work occasionally under time pressure. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present 
findings in oral or written form. 



  

 
Ability to testify in legal proceedings/court. 
 
Ability to occasionally work evenings, periodically travel out of town for training, sometimes 
overnight, and respond to emergencies on a 24-hour basis. 
 
Possession of a valid driver’s license. 
 
DIFFICULTY OF WORK: 
 

Incumbent exercises analytical techniques to address problems that are embedded within the 
wide range of duties performed. Independent judgment is frequently needed to determine the 
impact of decisions on total operations and/or sets of cases. Incumbent operates within very 
general guidelines, adapting guidelines and rules to fit unique circumstances. 
 
RESPONSIBILITY: 
 

Incumbent is responsible for proper and timely completion of assigned tasks, where intended 
results are clearly specified. Unusual situations or problems may be discussed with supervisor 
but incumbent’s decisions on a wide array of complex issues have a major impact on 
departmental operations. Work product is periodically reviewed for soundness of judgment and 
overall conformity with departmental standards. 
 
PERSONAL WORK RELATIONSHIPS: 
 

Incumbent maintains communication with co-workers, other City departments, various 
community and referral partners, Valparaiso Community Schools, and the public for purposes 
of exchanging and explaining information and rendering service. 
 
Incumbent reports directly to the Chief Deputy. 
 
PHYSICAL EFFORT AND WORK ENVIRONMENT: 
 

Incumbent performs most duties in a standard office environment, involving sitting/walking at 
will, sitting/standing/walking for long periods, lifting/carrying objects weighing up to 25 
pounds, speaking clearly, and hearing sounds/communication. 
 
Incumbent is periodically exposed to potentially verbally and/or physically aggressive 
individuals for which safety precautions must be taken at all times. 
 
Incumbent occasionally works evenings, periodically travels out of town for training, sometimes 
overnight, and responds to emergencies on a 24-hour basis. 
 
 
 



  

APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Social Worker for the Porter County Sheriff’s Office 
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   
 
 
 
________________________________________    ______________ 
Applicant/Employee signature      Date 
 
________________________________________ 
Print/Type name 
 
 


