
DARLINGTON COUNTY 
JOB DESCRIPTION, MAY, 2015 

 
JOB TITLE: CONSTABLE 
MAGISTRATE'S OFFICE 

 
GENERAL STATEMENT OF JOB 

 
Under limited supervision performs a variety of activities related to the Magistrate Court such as 
determining the need for warrant issuance, advising individuals, receiving money for bonds/fines, 
drawing jurors, etc. Serves arrest warrants; serves civil process papers as necessary. 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 
Interviews victims of crimes to determine the need for the issuance of warrants. Serves warrants. 
Advises individuals in regards to obtaining claim deliveries, summons, complaints, orders and rules. 
 
Assists and signs off cases with the Sheriff’s Department Highway Patrol, Public Service Commission, 
Wildlife Department, ABC Commission, and other law enforcement agencies. 
 
Receives and handles most telephone calls which do not require the Magistrate's attention. Receives 
money for fines and bonds for magistrate court cases. 
 
Schedules preliminary hearings, and bench and jury trials; draws jurors for jury trials; notifies jurors of 
trial schedules and location. 
 
Serves as officer of the court during all trials and hearings for the purpose of maintaining order.  Picks up 
warrants and bonding papers from the Detention Center, and routes to appropriate magistrate or 
municipal judge. 
 
Assists the Magistrate with various duties as requested. 
 
Attends all Sheriffs Officers Update Classes; attends police officer training at the Criminal Justice 
Academy as required; maintains required proficiency in the use of firearms. 
 
Interacts and communicates with a variety of individuals and groups such as citizens, victims, highway 
patrol and other law enforcement personnel, S.C. Wildlife Commission, etc. 
  
ADDITIONAL JOB FUNCTIONS 
 
Coordinates with, and provides assistance to, merchants pertaining to check warrants. Performs other 
related duties as required. 
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MINIMUM TRAINING AND EXPERIENCE 
 
High School graduate, or equivalent, with additional training in related subjects and two to four months 
of experience in dealing with people, or any equivalent combination of experience and training which 
provides the required knowledge, skills and abilities.  Must possess a valid South Carolina driver's 
license. 
 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 
TO PERFORM ESSENTIAL JOB FUNCTIONS 

 
Physical Requirements: Must be physically able to operate a motor vehicle, firearms and general office 
equipment. Must be physically able to exert up to ten pounds of force occasionally and/or a negligible 
amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects. Position 
involves sedentary work which requires sitting most of the time, but may involve walking or standing for 
brief periods of time. Must be able to lift and/or carry weights of approximately twenty pounds. 
 
Data Conception: Requires the ability to compare and or judge the readily observable functional, 
structural, or compositional characteristics (whether similar to or divergent from obvious standards) of 
data, people, or things. 
 
Interpersonal Communication: Requires the ability of speaking and/or signaling people to convey or 
exchange information.  Includes the receiving of information and instructions from supervisor. 
 
Language Ability: Requires the ability to read a variety of documents and reports. Requires the ability to 
prepare documents and reports such as receipts, schedules, etc., using the proper format, punctuation, 
spelling and grammar. Requires the ability to communicate with co-workers, magistrates, court 
personnel, law enforcement officers, landlords, and the general public, etc., with poise, voice control, 
and confidence. 
 
Intelligence: Has the ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagrammatic form; to deal with problems involving several concrete variables in or 
from standardized situations. 
 
Verbal Aptitude: Requires the ability to record and deliver information and to follow verbal and written 
instructions. 
 
Numerical Aptitude: Requires the ability to utilize mathematical formulas; add and subtract totals; 
multiply and divide; and determine time and weight. 
  
Physical Communication: Requires the ability to talk and/or hear (talking - expressing or exchanging 
ideas by means of spoken words; hearing - perceiving nature of sounds by ear.) 
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PERFORMANCE INDICATORS 
 
Knowledge of Job: Has extensive knowledge of the various laws, statutes, regulations and ordinances 
that relate to the activities of the Constable in the Magistrate Court and is able to ensure 
implementation and enforcement of such. Is capable of working under a degree of stress related to 
duties that require constant attention. Knows how to interview persons who are victims of crimes, and 
to determine the necessity for the issuance of warrants as governed by State statute. Is skilled in 
advising individuals in matters such as obtaining summons and complaints, etc. Is able to maintain order 
in the courtroom during trials and hearings.  Is skilled in the use of firearms.  Has thorough knowledge of 
the organization of the County and of related departments and agencies. Has knowledge of modern 
office practices and equipment. Has knowledge of proper English usage, vocabulary, punctuation and 
spelling; has knowledge of basic mathematics. Knows how to operate and maintain a variety of office 
equipment as necessary in the performance of daily activities. Is skilled in applying a responsible 
attention to detail as necessary in preparing reports and correspondence. Is able to read and interpret 
various materials pertaining to the responsibilities of the job. Is able to take the initiative to complete 
the duties of the position without the need of direct supervision. Is able to use independent judgment in 
performing routine and non-routine tasks. Has the ability to plan, organize and prioritize daily 
assignments and work activities. Is able to offer assistance to fellow employees as necessary. Has the 
ability to learn and utilize new skills and information to improve job performance and efficiency. Knows 
how to perform duties in a courteous manner and with the utmost integrity in the best interest of the 
public. Has knowledge of the occupational hazards and safety precautions of the trade. Is capable of 
working under stressful conditions as required. Knows how to react calmly and quickly in emergency 
situations. 
 
Quality of Work: Maintains high standards of accuracy in exercising duties and responsibilities. Exercises 
immediate remedial action to correct any quality deficiencies that occur in areas of responsibility. 
Maintains high quality communication and interaction with internal and external entities with whom the 
position interacts. 
  

Salary 
$12.38 Hr. w/ State Benefits   After one year anniversary, you are eligible for a 2.5% incentive 
bonus in November each year as approved by County Council. 
 
Apply in the Darlington County Administrator's Office, 1 Public Square, Room 210 (Courthouse), 
Darlington, SC 29532 or obtain an application online at www.darcosc.com; then mail to above 
address or email to gwinburn@darcosc.net  
 

RESUMES WILL NOT BE ACCECPTED WITHOUT A COMPLETE 
APPLICATION 

 


