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POLI CE SERGEANT

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class conprises responsible first-line supervisory
positions in the police department, the primary duties of which
i nclude the supervision of subordinate police personnel in the

functions of patrol, traffic enforcenent and acci dent
investigation, crimnal investigations, special operations,
juvenile operations, jail operations or other assigned |aw
enf or cement functi ons. Police Sergeants assist in the

supervi sion and managenent of specialized divisions, wunits,
sections or platoons of the police departnent, and are invol ved
in maintaining the records, equipnent, and financial accounts
for an assigned division. Enployees of this class work with a
noderat e degree of independence in the performance of their
assi gned tasks, reporting to and having work reviewed by a
Police Lieutenant. The <class of Police Sergeant ranks
i mmedi ately bel ow that of Police Lieutenant.

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.

Supervi ses an assigned function or division of the departnment,

which my include patrol, traffic control and acci dent
i nvestigation, special operations, <crimnal investigation,
juvenile operations, jail, training, or other specialized
di vi si on. Participates in making deploynent decisions which

nost effectively provide the required services while mnim zing
expense. Conducts inspections of assigned services, eval uates
the effectiveness of these services and recommends appropriate
action to correct or inprove problem areas. Participates in
i nvestigating accidents involving subordi nates or viol ati ons of
code of conduct. Makes recomendati ons on procedure to avoid
future accidents. Conducts research to be wused in naking
managenent decisions and for the planning of prograns and
activities for the assigned division or unit. Reviews crine
statistics for specified periods in order to identify areas in
need of special enforcement efforts. Monitors any | ocal
conditions which may create situations the departnment may be
call ed upon to handle. Attends conferences, conventions, and
ot her educati onal nmeetings as assigned in order to keep infornmed
on nodern | aw enforcenment nethods and adm nistrative practices.

Supervi ses subordinate police departnent enployees by setting
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work schedul es, approving |eave, assigning work spaces,
reviewing work to be done, outlining responsibilities and
duties, and setting task priorities and long termgoals. Holds
nmeetings to receive reports and dissem nate information.
Provi des on-the-job training for departnent nmenbers, including
provi di ng assistance in technical areas of work. Reviews work
of subordinates and wites enployee evaluation reports.
Counsel s enployees who are experiencing work problems and
handl es enployee conplaints and grievances. Mai nt ai ns
di sci pline by enforcing departnental rules and regul ati ons, and
recommendi ng disciplinary action to the appointing authority
t hrough the chain of command.

Pronotes a positive inmage of the work of the department in the
daily performance of duties by interacting with community

menbers. Answers inquiries or handles conplaints from the
public about the operation of the police departnent or any
rel ated areas of |aw enforcenent operations. Participates in

determining target areas for crine prevention or commnity
relations efforts by analyzing |local crime problens. Wites and
delivers speeches and denonstrations on crinme prevention or
related | aw enforcenment topics.

Prepares and maintains departnmental records and reports and
reviews records conpl et ed by subordi nates. Periodically inspects
systenms and facilities for maintaining records and reports.
Prepares forms, records, reports, and nmenoranda as required to
docurment the activity of the assigned division. Wites letters
in answer to requests or as needed to handl e problens of the
police service. Prepares news releases or any type of official

departnment positions for publication. Devel ops new forns or
revises old forms in order to inprove the accuracy and
efficiency of documentation. Uses the departnent's conputer

information systemto enter, update, and retrieve data relating
crimnal activity for use in solving crines.

Supervi ses t he general care, nmaintenance, purchase, repairs, and
use of departnental equipnent, vehicles, stations and grounds,
and ot her related property. | nspects and mmi ntai ns equi pnent
and arranges for needed repairs or nmaintenance. | nspects
equi prent after repairs to ensure that the work was properly
acconpl i shed. Prepares and evaluates specifications on new
police department equi prent for public bids. Reviews products
to be purchased by neeting with sales representatives. Keeps
inventory records, orders supplies and equipnent, and
di stributes such to departnment personnel as required.

Records expenses, di sbursenent s, and related financial
transactions of assigned accounts in order to maintain accurate
fiscal records, which may include paying invoices. Reviews and
approves purchase requisitions, vouchers of paynent, or rel ated
financial records for assigned functions and sees that they are
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submtted to the proper authority.

Perfornms any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS

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

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, 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 have a valid Louisiana driver's |icense.

Must be a regul ar and pernmanent Police O ficer for at |east five
(5) years imredi ately precedi ng the closing date for application
to the board.
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