
 
CORRECTIONS COUNSELOR/CASE MANAGER 
NEW HAMPSHIRE DEPARTMENT OF CORRECTIONS 
NORTHERN CORRECTIONAL FACILITY / BERLIN NH 

Full-time 
7:30am-4pm with ½ hour unpaid lunch, Sat/Sun Off 

$40,008.80 - $46,893.60 
(Salary range includes Hazard Duty Pay) 

#41509 
 

This full-time position will performs specialized social service duties at the NH  State Prison 
proper or other facilities within the State Prison system; follows established prescribed policies 
and procedures in the rehabilitation on inmates; provides counseling either individual or in 
groups which may assist inmates in their transition into a community environment; does related 
work as required including case management, working in close and immediate contact with 
inmates on a daily basis while maintaining security. 
 
Minimum Qualifications: 
 
Education: Bachelor’s degree from a recognized college or university with a major study in 
social work, psychology, criminology, vocational rehabilitation, education, guidance or in a 
behavioral science involving emphasis on counseling and human relations.  Each additional year 
of approved formal education may be substituted for one year of required work experience. 
 
Experience:  Three years’ experience in the field of counseling, correctional administration, 
program development parole or criminology.  Work experience in law enforcement, prison or 
working with juvenile or adult offenders preferred. 
 
License/Certification: None required. 
 
Special Requirements:  Successful completion of the Corrections Academy and continuing 
Certification as correctional line personnel as established by the certifying authority. 
 
Employees are required to pay an agency or union fee. 
 
For further information regarding this position, please contact Linda McDonald, Program 
Specialist II at (603) 271-5645. 
 
HOW TO APPLY:  An official application for employment may be obtained from and returned 
to New Hampshire Department of Corrections, Human Resource Office, PO Box 1806, Concord, 
New Hampshire 03302-1806, nhdocemploy@nhdoc.state.nh.us (603) 271-5650 and is available 
on the Internet at www.admin.state.nh.us/hr.  *** In order to receive credit for post-secondary 
education, a copy of official transcripts with a seal and/or a signature MUST be included 
with the application.  If copies of transcripts have been requested please reference this and 
have them forwarded to the Human Resources office at the recruiting agency. *** 
 
Resumes will not substitute for a fully completed State application. 
 
Applications will be accepted until: October 5, 2012 
 
 EOE 

mailto:nhdocemploy@nhdoc.state.nh.us
http://www.nh.gov/hr


SUPPLEMENTAL JOB DESCRIPTION 
 
Classification:     Corrections Counselor/Case Manager                 Function Code:       2248-046          
     
POSITION TITLE:         Correctional Line Unit CC/CM                Date Established:      8/15/88           
     
Position Number:                  41509                       Date of Last Amendment:        12/24/09           
 
SCOPE OF WORK: Performs specialized social service duties at the New Hampshire State Prison proper 
or other facilities within the State Prison system; follows established prescribed policies and procedures 
in the rehabilitation of inmates; provides counseling either individual or in groups which may assist 
inmates in their transition into a community environment; does related work as required including case 
management, working in close and immediate contact with inmates on a daily basis while maintaining 
security. 
 
ACCOUNTABILITIES: 
 

• Participates as a member of the Unit Team that monitors inmates to ensure a safe and secure 
environment.   Attends staff meeting and participates in developing strategies for managing 
inmates’ behavior. 

 
• Models, reinforces, redirects and sets limits to behavior by using specified behavior management 

techniques; develops and implements individual goal attainment. 
 

 
• Conducts individualized and group orientation to inmates within the correctional system. 
 
• Observes inmates and collaborates with other staff and community agencies to help develop 

services for offender needs. 
 

 
• Schedules inmates for specialized appointments, boards and activities within the prison system. 
 
• Coordinates with professional staff (psychiatrist, social worker and psychologist) in order to ensure 

treatment for those offenders needing specialized services. 
 

 
• Prepares reports, case summaries for appropriate classification and on-going treatment and 

rehabilitation of inmates.  Acts as liaison between the courts, parole and community corrections in 
order to facilitate inmate movement through the prison system. 

 
• Makes recommendation and helps develop aftercare plans upon the inmate’s release to the 

community. 
 
MINIMUM QUALIFICATIONS: 
 
Education:  
 
Experience:   SEE CLASS SPECIFICATION FOR MINIMUM QUALIFICATIONS 
 
License/Certifications:  
 
Special Requirements:  Successful completion of the Corrections Academy and continuing Certification as 
correctional line personnel as established by the certifying authority. 
 



 
CORRECTIONAL COUNSELOR/CASE MANAGER 
  
Class Code:  2248-20                                       Date Established:  12-15-76             
  
Occupational Code:  3-2-5                               Date of Last Revision: 10-08-04 
  
BASIC PURPOSE:  To provide specialized social services and counseling either individually 
or in groups to incarcerated residents within the New Hampshire State Prison System for the 
purpose of entry and/or release, rehabilitation, and assistance in the transition to a prison or 
community environment.   
  
CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 
  

• •        Conducts individualized and group orientation to rehabilitative programs within 
the correctional system for incoming incarcerated residents. 

  
• •        Observes inmates and collaborates with other staff to develop programs for 

assessing resident treatment and rehabilitation needs.  
  

• •        Holds regular staff conferences to establish treatment goals and develops 
individualized treatment programs for incarcerated residents in preparation for 
release. 

  
• •        Schedules residents for specialty health related examinations to comply with the 

rules and procedures of a state correctional facility. 
  

• •        Administers educational, vocational, diagnostic, performance, aptitude, and 
interest tests as appropriate to institutional or post-release residents. 

  
• •        Reviews worker trait factors of residents, including utilizing vocational evaluation 

methods to recommend appropriate residential classification and post-release 
placement. 

  
• •        Prepares reports and case summaries for parole and courts. 

  
• •        Assists in providing consultation services to other professionals, employers, 

parole, police and others regarding program objectives of incarcerated participants.   
  
-----------------------------------------------------------------------------------------------------------------------------
-------------- 
DISTINGUISHING FACTORS: 
  
Skill:  Requires skill in developing formats and procedures for special applications OR in 
investigating and reviewing the use of equipment and data for a specialized function. 
  
Knowledge:  Requires logical or scientific understanding to analyze problems of a specialized 
or professional nature in a particular field. 
  
Impact:  Requires responsibility for achieving direct service objectives by assessing agency 
service needs and making preliminary recommendations for the development of alternative 
short-term program policies or procedures.  Errors at this level result in incomplete 
assessments or misleading recommendations causing a disruption of agency programs or 
policies. 
  



Supervision:  Requires partial supervision of other employees doing work which is related or 
similar to the supervisor, including assigning job duties, providing training, giving instructions 
and checking work. 
  
Working Conditions:  Requires performing regular job functions in an environment which 
includes exposure to continuous physical elements or a number of disagreeable working 
conditions with frequent exposure to minor injuries or health hazards. 
  
  
  
Physical Demands:  Requires light work, including continuous walking or operating simple 
equipment for extended periods of time as well as occasional strenuous activities such as 
reaching or bending. 
  
Communication:  Requires summarizing data, preparing reports and making 
recommendations based on findings which contribute to solving problems and achieving work 
objectives.  This level also requires presenting information for use by administrative-level 
managers in making decisions. 
  
Complexity:  Requires a combination of job functions to establish facts, to draw daily 
operational conclusions, or to solve practical problems.  This level also requires providing a 
variety of alternative solutions where only limited standardization exists. 
  
Independent Action:  Requires objective assessment in analyzing and developing new work 
methods and procedures subject to periodic review and in making decisions according to 
established technical, professional or administrative standards. 
  
MINIMUM QUALIFICATIONS: 
  
Education:  Bachelor's degree from a recognized college or university with a major study in 
social work, psychology, criminology, vocational rehabilitation, education, guidance or in a 
behavioral science involving emphasis on counseling and human relations.  Each additional 
year of approved formal education may be substituted for one year of required work 
experience. 
  
Experience:  Three years' experience in the field of counseling, correctional administration, 
program development, parole or criminology.  Work experience in law enforcement, prisons, or 
working with juvenile or adult offenders preferred.   
  
License/Certification:  Any certification or licensure required for a specialized program will be 
noted on the supplemental job description. 
  
RECOMMENDED WORK TRAITS:  Knowledge of counseling and evaluation procedures.  
Knowledge of the attitudes, problems and adjustments of residents coming into or leaving a 
controlled environment.  Knowledge of current economic problems as they relate to job 
possibilities.  Knowledge of medical information and terminology.  Knowledge of community 
resources including public and private preventative and rehabilitative programs.  Ability to 
develop individualized plans for residents while incarcerated in the various security status of 
the prison.  Ability to communicate ideas and to work in harmony with professional personnel 
and residents.  Ability to explain the various prison programs to the general public.  Ability to 
provide professional counseling in the broad general area of human relations.  Ability to 
maintain detailed records and to write clear and concise reports.  Must be willing to maintain 
appearance appropriate to assigned duties and responsibilities as determined by the agency 
appointing authority. 
 


