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JOB DESCRIPTION 

 
 
 

Job Title     : Sheriff                                           Class  : Official/Administrator   
Department: Sheriff’s Office                                               FLSA :  Exempt  
Revised       :  June 2016  
 
 
This job description supersedes any prior description for the Sheriff classification. 

 
GENERAL DESCRIPTION 
 
This is an elected position which serves as Rowan County’s principal law enforcement officer as directed by 
NCGS Chapter 162.  Professional law enforcement work which supervises, plans, organizes, and directs the work 
of employees engaged in a wide variety of law enforcement programs and services; provides technical advice and 
assistance to the County Manager and the Board of Commissioners in the provision of law enforcement services 
and insures that modern, safe, effective, and efficient practices are utilized by departmental employees; and 
represents the County to a wide variety of citizens and other levels of government.  Work is performed 
independently and under the coordination of the County Manager and the Board of Commissioners, and is  
reviewed through observation, periodic conferences, and acceptance of the community.  
 
ESSENTIAL JOB FUNCTIONS  (Any one position may not include all of the duties listed, nor do the listed 
examples include all tasks which may be found in positions of this class). 
 
Administers, supervises and directs all activities of the Sheriff’s Office including administration, patrol, civil, 
detention and courtroom, criminal investigations and support in the maintenance of law enforcement and in the 
prevention of crime, and secures incarcerated prisoners awaiting trial or serving active sentences. 
 
Supervises the operation of the Detention Center and directs the work of the bailiffs and transportation officers. 
 
Supervises the handling of orders issued by the civil courts including evictions, executions, claim and deliveries, 
civil summons, and civil warrants. 
 
Manages and plans the activities of law enforcement department staff and ensures coordination of activities with 
other departments. 
 
Advises the County Manager and government officials on law enforcement and jail operations. 
 
Researches and recommends operational changes to the County Manager. 
 
Recruits, trains, and evaluates the performance of employees; has the authority to hire and fire and resolve 
employee grievances. 
 
Engages in considerable personal contact with citizens concerning service requests and complaints. 
 
Prepares and reviews departmental operating budget; and monitors and approves expenditures. 
 
Ensures that records of department operations are properly maintained. 
 
Plans, organizes, and monitors grants, projects, and contracts. 
 
 



Job Title:  Sheriff 
Page       :  2 
 
OTHER JOB FUNCTIONS 
 
Performs related duties as required. 
 
Management reserves the right to add or amend duties at any time. 
 
KNOWLEDGE, SKILL, AND ABILITIES 
 
Thorough knowledge of the N.C. General Statutes pertaining to the functions of the Sheriff. 
 
Thorough knowledge of the policies, procedures, and practices of law enforcement. 
 
Ability to plan, organize, and supervise the activities of the Sheriff’s Office. 
 
Ability to interpret legal statutes pertaining to the functions of the Sheriff. 
 
Ability to communicate effectively orally and in writing. 
 
Ability to maintain effective working relationships with other employees, law enforcement agencies, news media, 
and the general public. 
 
PHYSICAL REQUIREMENTS 
 
Work in this class may include sitting, walking, bending, stooping and lifting weights of approximately 65 lbs or 
less unassisted and weights over 65 lbs with assistance.  Work may include both indoor and outdoor activity where 
employee is exposed to elements of nature:  cold, hot, rain, snow, sleet, ice, etc.  Employee must be able to 
maneuver in tight places such as the crawl space under a building, climb ladders, step over obstacles, step on and off 
machinery, etc.  Work includes operation of a motor vehicle.  Work may include use of a firearm.  Employee may 
be exposed to hazardous chemicals, smoke, or potentially hazardous or volatile situations. 
 
EXPOSURE CONTROL 
 
Work activity does not entail predictable or unpredictable exposure to blood or body fluids. 
 
MINIMUM EXPERIENCE AND TRAINING 
 
Must meet the requirements of the general statutes of the State of North Carolina to run for elected office; must 
be 21 years of age, and reside in Rowan County for one year immediately preceding the election as Sheriff  by 
the citizens of Rowan County. 
 
 

This job description does not create an employment contract, implied or otherwise. 
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