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PAROLE COMMUTATION AND PARDONS ANALYST 
 
 
Work in this class involves performing specialized assignments for members of the Parole Commission 
and the Governor's Office primarily related to the review and investigation of requests for executive 
clemency (commutations and pardons) for inmates incarcerated by the North Carolina Department of 
Correction. Work involves the screening of pardon/commutation requests and the analysis of all 
pertinent information used to determine if requests merit additional action. Employee serves as a 
member of the Parole Commission management team providing input and assisting in the development 
of new program initiatives. Work involves the management of a specialized caseload of long-term jail 
inmates. In addition, employee is responsible for the screening and selection of inmates assigned to 
work in the Governor's Mansion. Employee reports to the Parole Commission Administrator. 
 
I. DIFFICULTY OF WORK: 
 
Variety and Scope - Employee coordinates, investigates, reviews and recommends all cases referred 
for commutation or pardon. Work also includes managing the parole cases of long-term jail inmates 
being housed in county or city detention centers. Employee screens and selects inmates to work in the 
Governor's Mansion. 
 
Intricacy - Employee conducts commutation reviews for all inmates sentenced to death row and all 
other pardon or commutation reviews referred from the Governor's Office, Parole Commission or 
Parole Case Analysts. Work involves the investigation/evaluation of requests and the preparation of 
recommendations for approval or denial of executive clemency to be forwarded to the Parole 
Commission. Employee reviews inmates’ criminal history, psychological assessments and all relevant 
socioeconomic factors in making recommendations to grant or deny clemency. Work also requires 
extensive and in-depth investigations of the background of all inmates assigned to work in the 
Governor's Mansion. Management of jail inmates’ parole cases is conducted utilizing the same 
processing and procedural techniques required for all regular parole proceedings. 
 
Subject Matter Complexity - Work requires in-depth knowledge of laws, policies and procedures that 
are applicable to the pardon/commutation process. Employee must have an in-depth knowledge of the 
policies and procedures of the Parole Commission, parole legalities and computation of eligibility dates, 
and a knowledge of both the prison and probation/parole systems. Employee must also have 
considerable knowledge of psychological and sociological theory, and a basic knowledge of community 
resources. 
 
Guidelines - Employee refers to policies and regulations of the Parole Commission, Attorney General 
rulings, General Statutes, commutation and pardon guidelines and the North Carolina General Statutes 
governing inmate parole eligibility. 
 
II. RESPONSIBILITY: 
 
Nature of Instructions - Employee sets priorities and work schedule in accordance with pre-established 
procedures for the processing of pardon and commutation cases. Employee conducts investigations 
and analysis independently. Consultation with supervisor is only on unusual or problem cases. 
 
Nature of Review - Employee's recommendations for denial or approval of commutations and pardons 
are reviewed by the Parole Commission and forwarded to the Governor's Office for final approval or 
denial. Final decisions on the disposition of jail cases are made by the Parole Commission. 
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Scope of Decisions - Employee's decisions directly impact inmates and inmates’ families. 
Recommendations may affect the prison system if an inmate is not approved for parole, pardon or 
commutation, the probation/parole system as they must supervise paroled inmates, and the public and 
community to which the parolees return. 
 
Consequence of Decisions - Employee's recommendations may affect the freedom of an inmate,  
public safety and the security of the Governor's Mansion. Work impacts significantly on the public's 
view of the decisionmaking of the Parole Commission and upon the credibility of the Office of the 
Governor. 
 
III. INTERPERSONAL COMMUNICATIONS: 
 
Scope of Contacts - Employee has oral and written communication with inmates, the public, Parole 
Commission members, Governor's Mansion staff, legal staff, prison officials, judges, attorneys and 
inmates’ families. 
 
Nature and Purpose - Employee gathers information from and answers questions regarding inmates’ 
cases for probation/parole officers, law enforcement officers, judges, attorneys and prison officials. 
Employee is required to explain the rationale for recommending approval or denial of parole, 
commutation or pardon to the Parole Commission, Governor's legal staff, inmates, their families, 
lawyers, judges and other interested persons. 
 
IV. OTHER WORK DEMANDS: 
 
Work Conditions - Employee works in a regular state office setting. 
 
Hazards - Employee is occasionally exposed to inmates. 
 
V. RECRUITMENT STANDARDS: 
 
Knowledges, Skills, and Abilities - Thorough knowledge of the commutation/pardon policies and 
procedures. Considerable knowledge of operational procedures at the Governor's Mansion. 
Considerable knowledge of the methods, objectives and problems of parole work. Considerable 
knowledge of the habits, attitudes and psychology of persons with criminal tendencies. General 
knowledge of social agencies and other community resources concerned with the rehabilitation of 
inmates/parolees. Ability to analyze facts and opinions on cases involving the social adjustment of 
criminal offenders. Ability to perform analytical work in determining the advisability of granting parole, 
commutations and pardons to inmates, and to prepare parole plans suitable for the achievement of the 
social rehabilitation of parolees. Ability to prepare reports concerning information obtained and actions 
recommended. Ability to express oneself clearly both orally and in writing. 
 
Minimum Training and Experience Requirements - Graduation from a four-year college or university, 
preferably with a major in a human services field and two years of experience as a Parole Case 
Analyst; or an equivalent combination of training and experience. 
 
Necessary Special Qualifications - Must be eligible for certification by the North Carolina Criminal 
Justice Training and Standards Council. 
 
Special Note - This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority 
of positions in this class, but may not be applicable to all positions. 
 


