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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Patrol Officer
	Job Title:
	Patrol Officer
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Patrol Officer preserves safety and well being in the City of ______________ by enforcing laws and ordinances and responding to calls for service.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Enforces laws and City codes and provides for public safety through observation, investigation, reporting and corrective action.
2. Responds to service calls, patrols and investigates suspicious activities, interviews suspects and witnesses, collects and preserves evidence, makes arrests, attends related court hearings and completes required reporting.

3. Interacts with residents and other police departments, the general public and preserves the peace through conflict intervention, negotiation and crowd control.

4. Provides public services such as emergency medical assistance, coordination at fire scenes, traffic and crowd control, missing persons, found property, and assists stranded motorists.

5. Conducts field training for all new officers.

6. Provides information to the public and fosters relationships with businesses, neighborhoods, and citizens.

7. Performs all other related duties as requested or assigned.

Education and Experience

· Associate’s Degree in Law Enforcement, Police Administration, Criminal Justice or a related field
· Current licensure by the state Board of Peace Officer Standards (POST)

· One year of experience in law enforcement and crime prevention

Knowledge, Skills, and Abilities

· Thorough knowledge of the principles and practices of modern police administration and methodology

· Knowledge of basic first responder, first aid/life saving techniques

· Knowledge of the principles and practices of effective investigation and interrogation

· Ability to maintain composure in stressful situations, communicate effectively in a respectful and responsive manner that de-escalates conflict
· Knowledge of state statutes and codes, federal guidelines and protocols, and local ordinances related to law enforcement

· Demonstrated cultural sensitivity and awareness

· Critical thinking skills and the ability to make reasoned judgments under conditions of uncertainty

· Ability to accurately assess the potential consequences of alternative courses of action and select the most appropriate and acceptable

· Ability to recognize potentially dangerous situations and act decisively to protect persons and property from harm

· Ability to plan and conduct effective training sessions
· Experienced in the use of computers, standard office software, firearms and police equipment

· Demonstrated ability to foster and maintain responsive community relations
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand, walk, bend, stoop, reach, push, pull, grasp, climb, run, and operate firearms. The employee may occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position has a significant amount of contact with the public.  While performing the duties of this job, the employee visits various residential and business sites, and is exposed to confines of buildings.  The employee also drives to and from the field sites and office.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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