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POSITION TITLE:

PD Administrative Assistant
DESCRIPTION DATE:
July 22, 2025
DEPARTMENT:

Pollice Department
REPORTS TO:

Chief of Police
SALARY:


TBD
DUTIES AND RESPONSIBILITIES
Under the administrative direction of the Chief of Police, plans, organizes, oversees, and performs professional-level work for the Police Department Administration Division. Performs a variety of complex and technical office support duties, which include word processing, filing, records retention, reports, evidence management, and customer service.
• Provides initial contact with the public for callers contacting the police department administrative division over the telephone and occasionally at a public counter; determines the nature of the contact; provides information regarding services, policies and procedures, takes messages, or directs the caller to the proper individual or agency.
• Schedules appointments and meetings for the Chief of Police and Police Commander.
• Performs administrative and manual work related to the acceptance, preservation, safeguarding, and disposition of found, recovered, or evidentiary property in accordance with law and Departmental policy and procedures. 
• Prepares correspondence, forms, purchase orders, labels and specialized documents from drafts, notes, previous documents or brief instructions, using a word processor, spreadsheets or typewriter.
• Maintains and safeguards personnel background files in accordance with law and Departmental policies and procedures.  
• Processes incoming and outgoing mail. 
• Orders and maintains an inventory of office supplies for the police department.
• Operates a variety of standard office equipment, including a computer, copier, facsimile equipment, and a centralized telephone system.

• Attend police department staff meetings as directed to maintain a record through minutes of discussions and directions. 
• Prepare and schedule travel arrangements for police department personnel for training, conferences, etc.
ESSENTIAL COMPETENCIES

• Standard office practices and procedures, including the operation of standard office equipment. 
• Business letter writing and the standard format for correspondence and reports. 
• Correct English usage, including spelling, grammar and punctuation. 
• Computer applications related to the work.
ACCEPTABLE EXPERIENCE AND TRAINING: 

Equivalent to graduation from high school and two years of experience in either performing general office support, administrative, or secretarial experience.  Experience in dealing with the public, particularly in a municipal government setting, is highly desirable.  Bilingual in English/Spanish would be preferred but not required. 
All of the statements listed in this job description are intended to describe the general nature and level of work being performed by individuals assigned to this job.  They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified in this position.  This job description is subject to change as the needs and requirements of the job change.
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