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ASSI STANT POLI CE CHI EF

(Promoti onal Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsi ble adm nistrative position,
the primary duties of which are assisting the Police Chief in
pl anni ng and supervi sing the operations of the departnent. The
enpl oyee of this class assists in the planning and directing of
departnmental operations, including the managenment of personnel;
mai ntai ns departnental equipnment, property, and supplies;
manages record-keeping; perforns public relations duties; and
assists in directing law enforcenment activities of the
depart nment. The incumbent of this class may be required to
performthe duties of the Police Chief in the Chief's absence.
The Assistant Police Chief works with a high degree of
i ndependence, reporting to and having 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.

Assists the Police Chief in planning, directing, and supervising
activities of the departnent. Performs the duties of the Police
Chief in the Chief's absence. Recommends managenent poli cies,

goal s, and objectives for the departnent. Conducts inspections
of wvarious services of the departnent and evaluates the
effectiveness follow ng inspections. | nvestigates conplaints

agai nst departnment personnel and makes recommendati ons. Assists
in the managenent and organization of a personnel recruitnent
and selection program I nvestigates all accidents involving
depart nent equi pnment or personnel, determ nes cause, and nakes
recommendati ons on procedure to avoid future accidents. Keeps
pronotional eligibility lists and recomends pronotions in
accordance with civil service | aw.

Revi ews departnental records and determ nes what information
shoul d be included and in what formthis informati on should be
kept . Devel ops new fornms or revises old ones in order to
i nprove accuracy and efficiency of docunentation.

Serves as the official departnment representative at neetings of
governnental or civic conmttees and groups. WMakes speeches or
conducts denonstrations at schools or neetings of citizen's
groups, and conducts tours of departnent facilities for school
and civic groups. Acts as departnment representative to the news
medi a. Answers telephone inquiries about the operation of the
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police departnent or any related areas of |aw enforcement
oper ati ons.
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Coordi nates the work of the departnment with related federal
state, and | ocal agencies.

Supervi ses subordi nate department enployees. Assigns duty
areas, makes work schedul es and approves |eave. Conducts roll
call in order to give on-comng shift pertinent information.
Reviews reports witten by subordinates. Eval uates work
performance  of subor di nat es. Provi des assistance to
subordinates in technical areas of work. Resol ves enpl oyee

conplaints and grievances, and counsels enployees who are
experiencing work problens. Wites enpl oyee eval uati on reports,
and mai ntains discipline among enpl oyees.

Supervises the general care, mai nt enance, and use of
departnmental equi pment, vehicles, and rel ated property. Obtains
estimates on repair costs and inspects equipnment or property
after repairs to see that repairs were properly acconpli shed.
Di shurses supplies and equipment to police personnel as
required.

Assists the Police Chief in directing the |aw enforcenment
activities of the departnment, including patrol and general |aw
enf orcenent functions, crimnal investigation, special tactical
operations, handling of juveniles, and nanagi ng jail operati ons.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

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

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

Must possess a valid Louisiana driver’s |icense.

Must be a regul ar and permanent enpl oyee in the class of Police
Li eutenant for at |east one (1) year.

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