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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF WORK

This is a technical, highly responsible stenographic and
clerical classification. Wbrk involves accurate typing and the
maki ng of conplex reports and records. This class shall be

under the supervision of the chief of police.

EXAMPLES OF WORK

(Any one position of this class my not include all duties
listed, nor do listed exanples include all duties which may be
found in positions of this class.)

Proof reads and sends out correspondence, routes incom ng nail
not requiring a superior's attention;

Makes all police chief's reports to the mayor, both annual and
mont hly, on all |aw enforcement activities in the city;

Makes traffic accident summaries, both nonthly and annual ;

Takes statenments from witnesses and confessions from prisoners
at police station and el sewhere.

I nterrogates fenmale prisoners and suspects;

Types i ndex cards on all individual arrests and maintains files
on all arrests;

Types fingerprint cards;

G ves information to government agencies;

Operates radi o when necessary;

Oper ates addi ng machine in conputing figures for reports;

Perfornms other related work as required.

NECESSARY KNOWLEDGES, SKILLS, AND ABI LI TIES

Good know edge of nodern office practices, correct English
usage, and arithnetic;

Skill in use of a typewiter and other office machines;

Ability to establish and maintain an effective filing system
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Ability to conpose and prepare effective reports;

Ability and wllingness to cooperate with others and retain
confidential information.

QUALI FI CATI ON REQUI REMENTS

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

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

Must be at | east twenty-one (21) years of age or ol der

Must have a high school diploma or wvalid certificate of
equi val ency issued by a state departnment of educati on.

Must possess a valid driver’s license.
Must have the ability to use a typewriter.

After offer of enploynment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm nistration of which will 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.
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