
City of Balcones Heights 
Job Description 

Court Bailiff 
 

Summary 
The City of Balcones Heights is currently accepting applications for the part-time Municipal 
Court Bailiff position. THIS IS NOT A CIVIL SERVICE POSITION. This position reports to the 
Criminal Investigations Division Lieutenant and the Municipal Court Administrator.  

 
Essential Duties, Skills, and Demands of the Position 
The duties, skills, and 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 a disability to perform the essential. 
duties, skills, and demands 
 

Duties/Skills/Abilities 

Ensures the personal safety of the Judge and all persons in the courtroom and 
surrounding areas; 

Assists with handling (handcuffing and/or restraining) of non-compliant defendants 
during court hearing/trials in and out of the courtroom; 

Maintains security during all court proceedings including maintaining the custody of in-
custody defendants; 

Makes arrests of subjects in court at direction of Judge Trevino; ensures all 
documentation is accurate and adequate for court proceedings, arrests, and detentions; 

Screens and searches as necessary all people entering the courthouse to prevent the 
carrying of weapons and/or contraband items into the building; 

Monitors and operates security and radio equipment; and 

Maintains the necessary TCOLE training requirements to retain Texas Peace Officer 
License; and 

Performs other related duties as may be assigned. 

Provide various forms of administrative services as required by the courts such as 
maintaining files and records, preparing memos and correspondence, inputting case 
information into a database, and reviewing emails. 
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Communicate effectively both verbally and in writing. 

May attend meetings and/or trainings outside normal work period. 

Establish and maintain effective working relationships with those contacted in the 
course of work. 

Qualifications 
Prefer a minimum of two (2) years with a law enforcement agency as a patrol officer, 
bailiff, or criminal investigations 

 
Ability to establish and maintain effective working relationships with City staff, elected 
and appointed officials, and the general public. 

 
Ability to effectively record, document and process information in a timely manner. 

 
Working knowledge of municipal government.  

 
Effectively communicate with people of diverse cultural and educational backgrounds, including 
appointed and elected officials and employees at all levels. 

 
Demonstrates good prioritizing and problem-solving abilities. 

 
Education 
Any combination equivalent to the education and experience likely to provide the 
required knowledge and abilities would be qualifying. A typical way to gain such 
knowledge and abilities would be: 

 

Education, Degrees, Certificates, and/or Licensing 
Acceptable Experience, Training, Certifications and Licenses 
High School Diploma or the equivalent; must meet the minimum age requirements (21), 
and mental health educational standards set by the state and department. 
 
Must have Texas Commission on Law Enforcement (TCOLE) License. 
 
Must be able to obtain, within one year, court security specialist certification per Texas 
Government Code, Chapter 158. 
 
Must possess a valid Texas Driver's License. 

Supplemental Information 

NOTE: Unless already holding a Texas Peace Officer Commission with the Balcones Heights Police Department, hiring will be 
contingent on passing a criminal background check, firearms test, and oral board, a post-offer, pre-employment physical exam, 
psychological exam, physical agility test, and a drug test. 
 
The Bailiff role is a regular part-time position, with hours that vary from 4-12 hours per week, working Tuesday through Friday.  


