
 

POINT OF CONTACT FOR INQUIRIES: 
William Connors 

William.Connors@albanycountyny.gov 

SPECIAL REQUIREMENT: At time of appointment and throughout employment: 

Possession of a current driver’s license or otherwise demonstrated ability to meet the transportation requirements of the position.  

MINIMUM QUALIFICATIONS:  

A. Graduation from a regionally accredited college or university or one accredited by the Board of Regents to grant degrees, with at least an Asso-
ciate’s degree or higher in criminal justice, human services, chemical dependency counseling, business administration, or a closely related field or; 
 
B. Graduation from high school or possession of a high school equivalency diploma and two (2) years of experience working with the public in a 
public or private human services agency or a criminal justice or juvenile justice agency or;   
       
C. An equivalent combination of training and experience as defined by the limits of (A) and (B).  

RESPONSIBILITIES:  
This is a para-professional position in a probation department. Unlike a Probation Officer 1, a Probation Assistant is not a Peace Officer pursuant to the New York 
State Criminal Procedure Law. The incumbent is responsible for assisting probation officers in a local probation agency in tasks which may include performing pre-
dispositional/pre-trial related duties such as interviewing and screening individuals arrested and/or otherwise not yet adjudicated/sentenced for suitability for pre-
trial release, making recommendations for release, monitoring individuals released into the community whose cases are pending; and notifying courts of case 
status. An incumbent may also serve as a probation department’s point of contact for transfer of records and files with other probation departments, law enforce-
ment agencies or courts. He/she also assists in the control and supervision of probationers by performing tasks such as opening and closing cases; retrieving 
archived files; delivering documents to law enforcement agencies and the courts; assisting with the collection of financial obligations; and processing intra and 
interstate transfers. The work is performed under the supervision of a Probation Supervisor 1 or higher level probation professional in accordance with applicable 
rules/regulations, statutes and/or policies and procedures as directed by a Probation Director or his/her designee. The incumbent will perform all related duties as 
required. and employment related training and assistance.  

BENEFITS: 

► Paid Time-Off     ► Tuition Reimbursement       ► NYS Retirement 

► Health, Dental, Vision and Hearing ► Employee Assistance Program 

POSITION: Probation Assistant  (HELPS) 

DEPARTMENT:  Albany County Probation Department 

SALARY : $39,776 

Candidates will not have to take an exam for this title. This is a Hiring Emergency Limited Placement 

(HELP) Program-designated title. The HELP Program is a temporary program designed to help local govern-

ment employers address current staffing issues. Traditionally, the titles filled under the HELP  

Program required job candidates to compete in a competitive exam to be considered for employment. For the 

duration of the program, this title will be classified as non-competitive and categorized as a “HELP Program” 

position. At the close of the program, this  position will revert to competitive class  

status. Employees occupying positions filled through the HELP Program will be granted competitive class 

status without the need to participate in a competitive exam. 


