
 

COUNTY OF POTTER 

EMPLOYMENT OPPORTUNITIES 

CENTRAL PERSONNEL 

 
AN EQUAL OPPORTUNITY EMPLOYER 

 
The County of Potter needs qualified individuals to fill the following position. If you are interested in a position and feel that you are qualified or if 

you know someone who might be qualified for this position, contact the Potter County Human Resource Office, 900 S. Polk, Suite 705, Amarillo, 

Texas 79101. Applications may also be printed from the Potter County website at www.co.potter.tx.us, but must be returned in person to the above 

location. Applicants will be interviewed only if they meet the necessary requirements and qualifications for the following: 

 

 
JOB TITLE:                       320th District Court BAILIFF 

 
Potter County is currently accepting applications for Bailiff to serve in the 320th District Court. 

Current Peace Officer certification and TCOLE Court Security Officer certification required. 

Applicant must be organized and a self-starter. This is a smoke-free workplace. 

 
JOB DEFINITION:             Provides courtroom security and enforces the court’s rules on decorum and conduct and is responsible for  

     administrative duties assigned by the judge of the court     

 

JOB REQUIREMENTS: 

1. At least 21 years of age. 

2. High school graduate. 

3. Certified as a peace officer by the State of Texas. 

4. Completed Court Security Officer Training. 

5. Provide and maintain own duty weapon and accompanying equipment. 

6. Provide and maintain own uniform in compliance with courtroom dress code for attorneys found in the local rules. 

7. Be able to stand, sit, bend and twist. 

8. Be able to stand for periods of up to three hours at a time. 

9. Be able to lift and carry 50 lbs. for a minimum distance of 100 feet. 

10. Work well with others. 

 
  DUTIES:  

1. Maintain security and decorum in the courtroom at all times. 

2. Act as a liaison between the court and the public, and project a positive image of the court; 

3. Attend all sessions of the court. 

4. Prepare courtroom and jury room for docket calls, hearings, and trials. 

5. Organize, prepare, and maintain paperwork for arraignments, hearings, guilty pleas and trials. 

6. Fingerprint defendants as required. 

7. Supervise prisoners in courtroom, and assist in transporting prisoners to and from the courtroom; 

8. Work with juries. 

9. Perform research and other duties as directed by the judge. 

10. Assist other court personnel, bailiffs, and courthouse security officers as needed. 

11. Maintain Peace Officer Certification. 

12. Maintain Court Security Officer certification. 

13. Maintain qualification with duty weapon. 
 

Job Description: 

Non-exempt employee. Responsible for court security, including courtroom and court offices. Works with juries to address their needs during trial. 

Works extensively with the public and lawyers, and must exhibit proper decorum and a helpful attitude to reflect positively on the court, the judicial 

system, and Potter County in general, while maintaining a secure and safe environment. Must wear uniform. Work involves performing specialized 

tasks requiring a thorough knowledge of judicial rules and procedures. Works in courtroom and office, carries documents and equipment between 

work areas. Occasionally works with other judges, bailiffs, and courthouse security personnel as needed. 

 

 

STARTING SALARY: $55,000 to $66,276 DOE + Certificate pay Benefits 
 

APPLICATIONS WILL BE ACCEPTED UNTIL FILLED  

 
"POTTER COUNTY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, RELIGION, AGE OR 

DISABILITY IN EMPLOYMENT OR THE PROVISIONS OF SERVICES." 

http://www.co.potter.tx.us/

