
CITY OF OLYMPIA 
invites applications for the position of:  

Jail Manager 
 

SALARY:  $36.90 - $44.85 Hourly 
$6,395.84 - $7,773.53 Monthly 
$76,750.13 - $93,282.38 Annually 

 
OPENING DATE: 09/10/12  
  
CLOSING DATE: 09/21/12 05:00 PM  
  
DESCRIPTION:  
About the Position 
The Corrections Services program is responsible for ensuring that the City meets its legal 
mandate to provide for the incarceration of misdemeanor offenders. The City operates a 28-bed, 
short-term municipal jail and contracts with other providers for longer-term service. The 
Department currently contracts with Lewis County to house inmates who are sentenced to more 
than thirty days in custody. The Corrections Services group works closely with the Olympia 
Municipal Court and Olympia Probation Department to assure that alternatives to incarceration 
are appropriately used. The Corrections Officers are members of Teamsters Local 252. The Jail 
Manager is an independent exempt position. 
 
Ideal Candidate Profile 

• Ability to develop and implement plans and programs based on research, analysis, data 
evaluation, facilitating stakeholder input, and guiding the work of others.  

• Strong interpersonal skills, facilitation skills, and ability to work effectively on a 
management team.  

• Experience researching and implementing federal and state requirements.  
• Knowledge of civil liability law and risk management.  
• Experience in corrections facility management desired. 

To Apply 
Submit an electronic application.  Be sure to submit a resume and cover letter by attaching 
them to your electronic application.  The cover letter must be no more than two pages long and 
include specific examples of how you meet the Ideal Candidate Profile (above).  Only electronic 
applications are accepted.  Apply online at:  
http://agency.governmentjobs.com/olympiawa/default.cfm.  
 
Contact Information 
If you have questions about the position and/or requirements, please contact Laura Wohl, Police 
Line of Business Director, at lwohl@ci.olympia.wa.us.  
  
EXAMPLES OF ESSENTIAL DUTIES: 
The essential functions of this position include but are not limited to:  

• Provide direct and indirect supervision, including hiring, discipline, training and 
development, and performance evaluation; provide direction, guidance, coaching, 
mentoring and/or facilitation of individuals and teams.  
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• Lead a strategic approach to develop long-range goals and objectives to maximize and/or 
improve performance and accountability and accomplish key Division and Department 
initiatives.  Develop and manage performance standards, making adjustments as 
necessary to meet performance goals.  

• Develop, prepare, and manage budget for specifically assigned operational areas or 
programs; track and monitor expenditures and revenues.  

• Analyze and solve complex problems pertaining to jail operations and inmate care and 
safety, including developing guidelines, policies, and procedures in response to new or 
revised laws and regulations.  

• Develop innovative programs and projects, and proactively introduce change to address 
emerging issues and opportunities.  

• Ensure compliance with applicable federal and/or state laws, regulations, and/or City 
rules, standards and guidelines, etc.  

• Communicate complex technical and regulatory information effectively to a variety of 
audiences using various media.  Issues include those where cooperation and/or 
compliance may be confrontational or difficult to achieve.  

• Receive, research and respond to incoming questions or complaints; provide information, 
explain policy and procedures, and/or facilitate a resolution.  

• May be required to make formal and informal presentations to City Council, City staff 
and/or public groups.  

• Respond to media inquires in routine, controversial, and emergency situations.  
• Investigate and respond to citizen complaints.  
• Serve as lead, sponsor, liaison to, or member of various internal and external 

committees, organization boards, advisory groups, multi-jurisdictional, inter-
disciplinary/inter-departmental project teams.  

• Other tasks as assigned.  
• Punctual, regular and reliable attendance is essential for successful job performance. 

  
TYPICAL QUALIFICATIONS:  
Knowledge/Skills/Abilities:  

• Ability to analyze federal, state, and local laws and regulations relating to jail facilities 
and activities, as well as health and safety regulations.  

• Ability to understand fundamental principles of jail administration and the ability to 
assure the safety and security of City jail inmates.  

• Knowledge of budget preparation and fiscal control.  
• Ability to communicate effectively both orally and in writing, as well as research and 

analyze data.  
• Ability to establish and maintain effective working relationships with elected officials, City 

Council and employees, representatives of other agencies and the public.  
• Ability to relate effectively to people of a variety of cultures, languages, disabilities, and 

socio-economic situations.  Must be able to work effectively with potentially hostile 
inmates.  

• Ability to understand and apply the rules of evidence.  
• Ability to plan, organize, and coordinate the jail section and auxiliary services, as well as 

establish and direct jail procedures and activities.  
• Ability to learn, apply and explain laws, codes, rules, regulations, policies, and 

procedures.  
• Ability to work with independently and build supportive networks to sustain enthusiasm 

and effectiveness working in a location that is separate from City Hall and other City and 
Police staff.  



• Ability and willingness to institutionalize the concepts of continuous quality improvement 
activities, performance measurement, benchmarking, and innovation. 

Experience/Education:  

• Bachelor’s Degree and five years of Senior management experience..  
• Any combination of related education and experience that demonstrates the knowledge, 

skill, and ability to perform the essential duties and responsibilities. 

Special Requirements:  

• Successful completion of a criminal history background investigation, pre-employment 
drug screening, polygraph examination, psychological examination and possession of a 
valid State Driver’s License are required. 

  
SUPPLEMENTAL INFORMATION:  
Contacts:  

• In addition to extensive contact with Police staff, the Jail Manager has frequent and 
interactive contact with a variety of audiences including City staff, the Municipal Court 
Judge, Court staff, Prosecuting Attorneys, City Council, staff from other agencies, elected 
officials, regulators, auditors, vendors, the public, and the media.  

• The ability to build and maintain collaborative and effective relationships is critical to job 
success.  

• Contacts are for the purpose of responding to complaints or service related questions, 
sharing information, gaining compliance, enforcement, and resolving both technical and 
interpersonal issues.  

• Contacts with vendors/manufacturers are for the purpose of purchasing supplies and 
equipment. 

Supervision:  

• Supervise all assigned staff either directly or indirectly. 

Accountability:  

• Incumbents are accountable for ensuring that all assigned work units, functions, 
programs, projects, staff, and resources are operating in compliance with statutes and 
regulations, and are effective and efficient in providing service to the citizens of Olympia. 

Working Conditions:  

• Incumbents work in an office environment, which may be noisy, cramped, or shared.  
• Incumbents are subject to frequent interruptions and are frequently under pressure to 

meet competing deadlines, priorities, and objectives.  
• May work evenings and weekends.  
• May travel to and participate in meetings, conferences, and events. 

 



   

In order to participate in the recruitment process, accommodations for people with disabilities may be made by 
contacting Human Resources at (360) 753-8442.  
 
The City of Olympia is an Equal Opportunity Employer, committed to a diverse workforce. Women and minorities are 
encouraged to apply.  

 
APPLICATIONS MAY BE FILED ONLINE AT:  
www.olympiawa.gov 
 
PO Box 1967  
Olympia, WA 98506  
360-753-8305  
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