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PCLI CE MAJOR

(Pronmotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses highly responsible supervisory and
adm ni strative positions in the police departnent, the primry
duty of which is managing a major conponent of the police
departnent’s services. Enpl oyees of this class assist in
perform ng personnel managenent functions for the departnent;
oversee the production and nai ntenance of records and reports
required to document departnent activities; perform public
relations functions; and assi st in managing the care,
mai nt enance, and use of all departnent equi pnment, vehicles, and
property. Police Majors also perform difficult or conplex
phases of the |aw enforcenment operations of the departnent, in
addition to assisting and advi si ng subordinates in these areas.
An enpl oyee of this class may be required to performthe duties
of the Chief of Police in the Chief’s absence. Duties of this
class are perforned with a high degree of independence, with
special assignnents received from and work reviewed by the
Police Chief. This class ranks directly below that of Police
Chi ef .

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which nmay be assigned, neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Perforns the duties of the Police Chief in the Chief’s absence.
Manages one or nore mgjor conponents of police department
services or divisions. Assists the Police Chief in setting
managenent policies, goals, and objectives for the departnent.
Participates in Executive Staff decisions. Organizes assigned
functions, including making decisions on officer deploynent.
Oversees the general care, maintenance, and use of departnental
equi pment, notor driven vehicles, and other property. Conducts
i nspections of the various services of the departnment, eval uates
their effectiveness, and takes appropriate action to correct or
i nprove problemareas. Prepares witten reports on i nspections.
St udi es new | aws, regul ati ons, ordinances, and court rulings to
determne if changes in departnment policies and procedures are
needed and drafts changes to existing department policies and

KN 01-24-05



PMVAJ Page 2 of 4

procedures. Reports any crinme or traffic problemor antici pated
crime or traffic problem and makes recomendations for
appropriate course of action. Reports any personnel or
adm ni strative problem antici pated problem and reconmendati ons
for appropriate course of action.

Meets with governnmental or civic groups to give reports, offer
advi ce, make recomrendati ons, or keep infornmed on |ocal trends
that may affect the police service. Answers questions about the
operation of the police departnent or any related areas of |aw
enf or cenent . Coordinates the work of the department wth
related federal, st at e, and | ocal agenci es, rel easi ng
information and giving assi stance when needed.

Manages all |aw enforcenent as well as adm nistrative and
support functions of the departnent, including patrol, traffic
control and accident investigation, crimnal investigation,
speci al oper ati ons, and handling of juvenil es, jail,
conmuni cati ons, and records. Personally perfornms |aw
enf orcenent and admi ni strative duties, providing instruction and
assi stance to subordi nate enpl oyees when necessary. Establishes
and directs Conmand Post operations when necessary in response
to a disaster or energency. Interviews conplainants concerning
police services or allegations of enployee m sconduct. Conducts
inquiries into police services and allegations of enployee
m sconduct .

Assists in organizing personnel recruitnment and selection
prograns to insure a qualified pool of applicants for police
departnment positions. Det erm nes appropriate staffing levels
for all subordi nate sections. Mkes recomendati ons to Chi ef of
Police on enploynment and pronotional standards. I ntervi ews
prospective enployees and makes recommendations on hiring.
I nsures that all departnment personnel policies conform to
federal Equal Enpl oynent Opportunity guidelines.

Supervi ses subordi nate police departnent enployees of all ranks
and assignnments. Holds neetings to receive reports and
di ssemnate information to subordinates. | nspects the
appearance of assigned personnel and equi pment. Assigns duty
areas and work schedules and approves |eave of subordinate
personnel . Approves hours worked and conpensation due
subor di nat es. Approves transfers of subordinates when
necessary. Reviews reports witten by subordi nates and provi des
assi stance in technical areas of work. Evaluates and docunents
wor k performance of subordi nates. Resolves enployee conplaints
and gri evances, and counsel s enpl oyees who are experienci ng work
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probl ems. Enforces departnment rules, regulations, policy, and
procedur e. | ssues verbal and witten orders, directives, and
information to subordinates on procedures to be followed and
reviews t he recommendati ons of subordi nate supervi sory personnel
for procedures. Provides for the proper discipline of personnel
by taking appropriate corrective and disciplinary action,
i ncl udi ng counsel i ng, repri mandi ng, and recomendi ng
di sciplinary action for infractions.

Revi ews incom ng comunications and takes action by either
handling the matter or assigning it to a subordinate staff
menber. Devel ops new forms or revises old forns to inprove the
efficiency and accuracy of docunent ati on  of depart nent
activities. I nsures that accurate records of departnment
activity are maintained by all departnment organizations by
requiring supervisory and staff personnel to review records on
a daily basis. |Insures the proper preparation and mai ntenance
of records of assigned services by randomy review ng sel ected
records conpleted by subordinates, and by periodically
inspecting facilities for maintaining the records. Conpl et es
records and wites reports required to docunent the activity of
the Adm nistrative Review Board. Wites letters in reply to
requests or needed to handl e police departnment matters.

Recommends and requests renedial, advanced, and specialized
training for subordinates, as necessary. Approves training
program for the departnent. Provi des on-the-job training for
departnment nenmbers through establishment of and requirenment of
supervisory adherence to a standardized training program
Initiates training where appropriate. Conducts training of
subordinates by directing ranking subordinates to (give
briefings, lectures, or denmpnstrations during Roll Calls and
staff nmeetings. Personally gives lectures or denpnstrations
during formal training. Attends formal training classes
conducted or sponsored by the departnent. Reads and studies
assigned materials. Prepares for standard perfornmance of work
and speci alized and managenent duti es.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |isted bel ow nust

be met by the filing deadline for application to test.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
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St at es.

After offer of pronotion, but before beginning work in this
class, nmust pass a nmedical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |license.

By adni ssion to exam nation nust be a regular and permanent
enpl oyee for at least two (2) years in the class of Police
Capt ai n.

Must have earned no fewer than fifteen (15) credit hours froma
state accredited college or university with at | east a 2.0 grade
poi nt average (GPA). Six (6) hours of course work nust have
been directly related to crimnal justice or |aw enforcenent.
Course work in crimnal justice or |law enforcenent is waived if
applicant possesses, at a mninmum an associate’s degree in any
discipline with at least a 2.0 GPA
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