
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Public Service Officer LAST UPDATED: 06/23/2016
DEPARTMENT: Police JOB CLASS:
REPORTS TO; Poiice Supervisor FLSA DESIGNATION: Non-Exempt

Summary: Under general supervision of a Police Supervisor, performs a variety of administrative and
support services wittiin the police department where a licensed police officer is not required.

The intent of this position description is to provide a representative summary of the major duties and
responsibilitiesperformed by incumbent(s) in thisposition. Incumbent(s) may not be required toperform all
duties in this description and Incumbent(s) may be required to perform position-related tasks other than
those specifically listed in this description.

Essential Job Functions:

Conducts research activities and projects as assigned.
Responsible for processing MUNIS entries for purchasing department equipment and services.
Assists with the maintenance of department vehicles by performing minor repairs and delivering and
picking up vehicles from the City vehicle maintenance shop.
Picks up, meters, and delivers mail to City Hall and other City Departments.
Maintains and audits an inventory of assets belonging to the police department.
Commissions and de-commissions assets belonging to the police department as necessary.
Works with the NTAA to obtain, maintain, and audit toll tags for first responder vehicles.
Escorts vendors and contractors throughout the secured areas of the police department as needed.
Cleans and performs upkeep and preventative maintenance on Poiice facilities including painting,
replacing tile, assembling equipment and furniture.
Orders, receives, tracks and distributes inventory of police uniforms, equipment, supplies, and forms
for patrol, traffic and other areas of the police department.
Assists Police Officers with traffic control, security patrol, and delivering police related equipment to
work and patrol sites as needed.
Provides logistical support as needed during major incidents and for city events.

Other Important Duties:
Fingerprints individuals as a requirement for their employment.
Travels to pick up/deliver vehicles, equipment, mall and supplies, and to attend meetings and training.
Performs other related duties as assigned.
Regular and consistent attendance for the assigned work hours is essential.

Required Knowledge and Skills:
Knowledge of police department practices, policies and procedures for assigned area.
Knowledge of computers and related equipment, hardware and software to maintain databases, files
and records.

Knowledge of general office equipment and operational practices and procedures.
Knowledge of inventory control and purchasing practices and procedures.
Knowledge of basic custodial and maintenance practices and procedures.
Skill in effective oral and written communications.

Skill in assisting in a variety of administrative and routine department duties.
Skill in following verbal and written directions.
Skill in resolving customer complaints and concerns.

Preferred Education, Experience, and Certifications:






