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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible admnistrative and
supervisory position, the primary duty of which is assisting the
Police Chief in mnaging the operation of the police
departnment. The enployee of this class perforns the duties of
the Police Chief in the Chief's absence. The Assistant Police
Chief is specifically responsible for managenent of personnel,
for scheduling, and for directing subordi nate supervisors who
have responsibility for records and comuni cati ons, and for |aw
enf or cement functions i ncl udi ng patr ol and crimna

i nvestigations. The incunbent of this class perfornms the duties
of the position with a high |evel of independence, having work
reviewed by the Police Chief. This class ranks directly bel ow
t hat of Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists the Police Chief in managing the operation of the
departnment, including all enployees, functions, and services of
t he departnent. Perforns the duties of Police Chief in the
Chi ef's absence. Organi zes assi gned servi ces of the departnment,
including the deploynent of personnel. Revi ews di vi si onal
operating budgets to gather information for use in conpiling the
departnmental operating budget. Supervises field managenment of
nmoney used by investigative staff.

Studi es new | aws, regulations, ordinances, and court rulings
relating to police department operations to determ ne if changes
i n departnent policies and procedures are needed. Wites letters
in answer to requests addressed to the departnent or needed to
handl e departnent matters.

Assigns duty areas and work schedules to subordinates, and
approves | eave. Eval uates work performance of subordi nates.
Provi des assistance in technical areas of work, and counsels

enpl oyees who are experiencing work problens. | nvesti gat es
conpl ai nt s agai nst departnment personnel and recomends action to
be taken in reply. Mai ntains discipline by conducting

corrective interviews, recommending disciplinary action, and
inform ng subordinates of disciplinary action taken by the
appoi nting authority.

Provides for and insures that accurate departnment records are
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mai nt ai ned by revi ewi ng records conpl eted by subordi nat es and by
periodically inspecting systens and facilities for maintaining
such. Conpl etes records and wites reports required to docunment
activity of the departnent.

Performs public relations duties, i ncluding serving as
departnment representative at neetings of governnental or civic
groups, giving reports, offering advice, maki ng recommendati ons,
and keeping informed on | ocal trends that may affect the police

service. Serves as departnmental representative to the news
medi a, rel easing informati on and answeri ng questi ons concerni ng
the work of the departnment. Answers questions for the public
about the work of the police departnment or any rel ated areas of
| aw enforcenent. Coordinates the work of the departnent with
related federal, st at e, and | ocal agenci es, rel easi ng

information and giving assi stance when needed.

Supervi ses the general care, maintenance, and use of departnment
equi pment, vehicles, and property. Checks, on a regul ar basis,

to insure that all equipnment and systens are operating
correctly. Di sburses supplies and equipnent to departnent
personnel as needed.

Assists the Police Chief in managing all |aw enforcenent
operations of the department, including patrol, traffic control
and accident investigation, crimnal investigation, special
tacti cal oper ati ons, handl i ng  of juvenil es, and jail

adm ni stration.
Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be nmet by the filing deadline for application for adm ssion to
the test.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of pronotion, but before beginning work in this
cl ass, nust pass a medi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must be a regul ar and permanent Police Captain for a period of
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at least two (2) years immediately preceding the closing date
for application to the board. (Tine will be counted begi nning
the date the applicant was confirmed in the class of Police
Captain.)
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