
The Parole & Probation Division currently has a Departmental transfer opportunity for 
Administrative Assistant III in Reno. 
 
This Administrative Assistant (AA) III position supervises employees in the Reception/Court 
Services Support (R/CSS) group at the Reno Parole & Probation Office.  The R/CSS group is 
comprised of (1) AAII, (4) AAIs, (1) Accounting Assistant I and a Clerical 
Trainee/Administrative Aid.  The supervisory duties of this position include training, 
scheduling, counseling, disciplinary action and maintenance/storage of employment 
documents.  This group is tasked with staffing the Office’s Reception area and providing 
administrative support to the Court Services Unit and Office as a whole.  This position has 
primary responsibility for the timely and accurate processing of case files, post-sentencing, 
based on judicial action.  To facilitate the Office’s mission and address existing/potential 
concerns, the position liaises/works with other P&P Offices/units, Washoe County District 
Attorney staff, 2nd Judicial District Court staff and other entities.  In addition; this position 
serves on the Office’s Safety Committee, compiles and provides statistical information to 
Office staff, researches and corrects restitution issues and acts as a backup to the Office’s AA 
IV position. 
 
Requirements: 
JLClient certification within 6 months 
Valid NV Driver License 

  
If you are interested in transferring to this position, please submit your written request to 
humanresources@dps.state.nv.us .  Written requests will be accepted until 5:00 pm, Friday, 
May 16, 2014.  If you have questions regarding this position please call Lt. Claude Cole at 
775-684-2604. 

  
When submitting a transfer request, please include the division you are presently working in, the 
geographical location and position you are applying for and your telephone number.   

  
Transfer Opportunities require the attached form to be completed when interested in a 
Transfer Opportunity. Also, please attach any documents or information you would like the 
division appointing authority to utilize for your consideration for the transfer opportunity. 
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