
CITY OF BONNEY LAKE
invites applications for the position of:

Part Time Bailiff

SALARY: $20.00 - $25.00 Hourly 

OPENING DATE: 01/17/20

DESCRIPTION: 

The Municipal Court is seeking a candidate for the position of Part Time Bailiff which is an 
integral part of the team serving as the main point of contact for persons entering the 
courtroom. The ideal candidate will perform the job duties assigned with patience and 
courtesy while focusing on the safety of court staff and visitors to the court building. This 
position would work 3 to 4 days per week with an average of 100 hours per month,  
occasionally based on demand of court services hours will be slightly more.  The City of 
Bonney Lake is located in East Pierce County and remains one of the fastest growing cities in 
the County and Western Washington with the Municipal Court providing services for several 
neighboring jurisdictions. This position will require mandatory participation in the 
Department of Retirement Systems (DRS) PERS benefit with employee and employer 
contributions.

This recruitment will be reviewed every Friday at 10am for applications submitted to identify 
potential qualified candidates to participate in interviews until filled. 

GENERAL PURPOSE  
Performs a variety of routine and complex work in the area public safety and court security.

SUPERVISION RECEIVED
Works under the day to day direction of the Court Administrator and the general supervision of the 
Municipal Court Judge.

SUPERVISION EXERCISED
In custody prisoners.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Provides a variety of services related to courtroom activities, judicial building security, and supervising 
persons in custody and investigates. 

DUTIES: 

ESSENTIAL DUTIES AND RESPONSIBILITIES
Provides a variety of services related to courtroom activities, judicial building security, and supervising 
persons in custody and investigates;

Performs court room security; Screens all individuals entering the Municipal Court through the 
courthouse entrance to prevent introduction of dangerous weapons or contraband into the courtroom. 
Notifies police officers/community service officers of potentially dangerous defendants; Opens/closes 
courtroom; inspects and secures courtroom, restrooms and surrounding areas of the court at the start 
and finish of each judicial session;

Communicates and coordinates with Municipal Court staff to ensure proper coverage of the court room 
when needed;

Responds appropriately to unruly and/or out of control individuals in the court facility;
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Collects and maintains an inventory of items taken during the course of daily activities;

Detains and performs searches of persons with warrants or in-court commitments by the court; 
arranges and transfers custody of arrested individuals to police or corrections officers as appropriate;

Directs jury activities; may act as a communications link between the judge and jurors; assures security 
and safety of the jurors.

Carries a city-issued issued firearm as outlined in the Bonney Lake Police Department Policy Manual and 
qualifies under the direction of the Bonney Lake Police Department.

Monitors courtroom using computers and security monitoring equipment.

Assists and directs public to courtrooms, telephones, and restrooms; and assists court staff with 
paperwork as requested;

Ensure the Bailiff handbook and policy and procedures are kept current with essential duties of position 
as prescribed by the supervisor.

Exercises appropriate discretion and uses good judgment in the performance of duties.

PERIPHERAL DUTIES
May serve as a member of various employee committees, as assigned;

Assists probation with administering alcohol and/or drug tests as needed. 

QUALIFICATIONS: 

MINIMUM QUALIFICATIONS
Education and Experience:

A. Graduation from a standard senior high school or GED equivalent; and 
B. Graduation from Washington State Police Corrections and Reserve Academy or state approved 

equivalent; 
C. Must be at least 21 years of age and possess a Washington State Drive, with a satisfactory 

driver's record.

Necessary Knowledge, Skills and Abilities:

A. Knowledge of Police Department policies and procedures; knowledge of basic principles of public 
relations and customer service; knowledge of personal computers and the various programs 
used; knowledge of CPR/First Aid; knowledge of proper use and care of firearm; ability to 
respond to inquiry, requests, and complaints in a tactful, fair and firm manner; and 

B. Skill in working with a diverse community and in using appropriate interpersonal skills using tact, 
patience and courtesy; Skill in the operation of the listed equipment; and 

C. Ability to plan and organize workload to meet schedules and deadlines; ability to establish and 
maintain cooperative and effective working relationships with others; ability to use appropriate 
interpersonal skills using tact, patience and courtesy; ability to work as part of a team; ability to 
work independently in the absence of supervision and to exercise good judgment in determining 
when issues require involvement of supervisors; ability to work a flexible schedule which may 
include evenings and weekends; ability to maintain standards of physical fitness and to physically 
perform the duties of the job; ability to effectively communicate orally and in writing; ability to 
gather data and evidence, prepare clear and concise reports, and maintain and update records. 

D. A key value of the City is customer service.This position requires considerable knowledge, ability 
and skill in the principles and practices of excellent customer service as practiced in both the 
private and public sectors. This value requires the ability to effectively meet and deal with 
internal customers and the public while responding to customers in a friendly, pleasant and 
professional manner using appropriate inflection, grammar and syntax. The ability to handle 
stressful situations while establishing effective working relationships with employees, supervisors, 
and the general public. The ability to maintain a professional, courteous, and pleasant demeanor 
in difficult, stressful situations while diplomatically dealing with difficult people. A willingness is 
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expected to expend extra effort to help the public find answers or information relative to their 
inquiry or complaint.

SPECIAL REQUIREMENTS
Education, training and experience related to law enforcement is preferred.

Spanish/English bilingual skills highly desired.

Must successfully pass a criminal justice applicant background check, including polygraph, medical, and 
psychological exam. 

SUPPLEMENTAL INFORMATION: 

TOOLS AND EQUIPMENT USED
Personal computer, including publishing, word processing and spreadsheets; copy and fax machine; 
motor vehicle; handcuffs; taser; handgun; portable radio; ballistic vest; and phone.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.

Hand-eye coordination is necessary to operate computers and various pieces of office equipment.

While performing the duties of this job, the employee is frequently required to drive, squat, kneel, stand 
or sit; walk; talk or hear; use hands to finger, handle, feel or operate objects, tools, or controls; and 
reach with hands and arms.

The employee may be required to physically restrain or subdue individuals.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.

Work is performed mostly in office settings. The noise level in the work environment is usually 
moderately quiet.

CORE VALUES OF THE CITY OF BONNEY LAKE
We are a team of dedicated professionals who respect our community and one another. We serve the 
public need with integrity, and will be held accountable for our actions. We choose to be united in our 
service to each other and our citizens. Below are a list of six core values that we encourage all our 
employees to embrace.

Professionalism – Being ambassadors of the City by providing expert service delivery.
Service – Giving helpful assistance or advice to our customers.
Accountability - Performing the duties of my position in a responsible way. 
Respect – Fairly considering the rights, opinions and ideas of others.
Integrity – Acting in harmony with the laws and values of the City.
Teamwork – Working together to best serve the community. 

It is our intention that the qualified applicant will embrace these values as well.

SELECTION GUIDELINES
Formal application, rating of education and experience; oral interview, reference and background check; 
job related tests may be required.

Applicants must successfully complete the examination process with a passing score of 70%.  Applicants 
will be considered in order of rank on the list. All City of Bonney Lake Bailiffs serve a probationary 
period of one year that shall be extended for the like amount of time that the employee is in attendance 
at the Basic Corrections Officer Academy and/or the Reserve Police Academy.
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The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job 
change. 

APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.ci.bonney-lake.wa.us

9002 Main St E, Ste 125
Bonney Lake, WA 98391
253.447.4331
253.862.8602

hr@ci.bonney-lake.wa.us

Position #Court 01-20
PART TIME BAILIFF

MJ 
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