POSITION DESCRIPTION
CITY OF GREENFIELD, INDIANA

POSITION: Administrative Assistant

DEPARTMENT: Police

WORK SCHEDULE: As Assigned

JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician)
DATE WRITTEN: March 2000 STATUS: Full-time

DATE REVISED: February 2008 FLSA STATUS: Non-exempt

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed in this document are representative of the knowledge, skill, and/or ability required. The City of
Greenfield provides reasonable accommodation to qualified employees and applicants with known disabilities who
require accommodation to complete the application process or perform essential functions of the job, unless the
accommodation would cause an undue hardship.

Incumbent serves as Administrative Assistant for the Police Department, responsible for receiving non-
emergency calls, maintaining various computer records, and maintaining various files and performing
various clerical duties.

DUTIES:

Maintains various files, including arrest files, accident reports, monthly Driving Under Influence (DUI)
reports, and various other reports, including mailing to state as required.

Composes/types various correspondence as assigned. Maintains postage supply and mails documents as
required.

Maintains work schedule for department personnel, including mainlining records of vacation, personal,
and sick days, and overtime. Posts time sheets for Officers, Crossing Guard, and Parking Enforcement
Officer.

Maintains records of driver=s license and personal information for department vehicle insurance.

Posts monies collected for gun permits, photographs, and videos and submits to Clerk-Treasurer.
Collects money from County Clerk for traffic tickets as needed.

Receives emergency calls, gathers maximum amount of information in minimum amount of time,
determines appropriate response and dispatches Department officers and other emergency personnel
accordingly, including City and volunteer Fire Departments, Emergency Medical Services, County 911
and occasionally various other City departments.

Enters various information on computer as required, such as dispatch data, shift activities, complaints,
accident, and case reports, citations.

Enters, maintains, and researches, verifies and retrieves information for City and other law enforcement
agencies as requested. Receives and transmits computer reports pertaining to, but not limited to, criminal
histories, driver's licenses, vehicle registrations, protective orders, gun permits, runaways, wanted and
missing persons, stolen property and vehicles.
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May periodically testify in court regarding calls and dispatches.
Periodically attends training sessions, including certification programs as required.
Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

High school diploma or GED, and ability to obtain required certifications, including IDACS/NCIC
computer systems.

Working knowledge of Department policies and procedures, and ability to apply such knowledge to a
variety of interrelated processes, tasks and operations. Working knowledge of Microsoft Office
programs.

Ability to effectively listen, comprehend and communicate with a wide variety of individuals during
varied situations, including being sensitive to professional ethics, gender, cultural diversities and
disabilities.

Ability to understand, memorize, retain and carry out written or oral instructions and present findings in
oral or written form.

Ability to comply with all employer and department polices and work rules, including, but not limited to,
attendance, safety, drug-free workplace, and personal conduct.

Ability to provide public access to or maintain confidentiality of department records and information
according to state requirements.

Working knowledge of local geography and ability to properly use maps, acronyms, and condense large
amounts of information into coherent typed remarks.

Ability to type with speed and accuracy and properly operate a variety of standard office equipment,
including various computers, printer, intercom, control panels, TDD, telephone console, paging system,
fax machine and copier.

Working knowledge of standard English grammar, spelling and punctuation, and ability to receive
information as required. Ability to maintain confidentiality of Department information and reports as

required.

Ability to understand and follow oral and written instructions, and work alone and with others in a team
environment with minimum supervision.

Ability to work on several tasks at the same time, work rapidly for long periods, and complete
assignments effectively amidst frequent distractions and interruptions, often under time pressure.

Ability to work irregular, extended, evening and/or weekend hours.
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II. RESPONSIBILITY:

Incumbent performs a variety of communication and clerical functions according to a formal schedule
with priorities determined by supervisor. Work is periodically reviewed in progress for compliance with
Department policies and procedures. Errors in incumbent's work are usually prevented through
procedural guidelines and are detected through notification from other departments, agencies or the
public. Undetected errors may result in inconvenience to other agencies or the public and/or
endangerment to emergency personnel or the public.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with a wide variety of individuals, including co-workers, other
City personnel, other law enforcement and public safety agencies, and members of the public.

Incumbent reports directly to Chief and/or Major.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in an office environment involving clearly speaking and hearing in person, by
radio and telephone, accurately seeing printed materials and security camera monitors, works irregular,
extended, evening and/or weekend hours.

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT

The job description for the position of Administrative Assistant for the Police Department describes the
duties and responsibilities for employment in this position. I acknowledge that I have received this job
description, and understand that it is not a contract of employment. I am responsible for reading this job
description and complying with all job duties, requirements and responsibilities contained herein, and
any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?
Yes No

Applicant/Employee signature Date

Print or Type Name
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JOB POSTING
CITY OF GREENFIELD POLICE DEPARTMENT

POSITION: Administrative Assistant
WORK SCHEDULE: As assigned
JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician)

DATE WRITTEN: March 2000 STATUS: Full-time
DATE REVISED: February 2008 FLSA STATUS: Non-exempt

The following essential job functions comprise a summary of job duties, requirements, and responsibilities contained
in the job description prepared for this position. The job description will serve as the primary document in the
selection and hiring process; and constitutes the context for incumbent job performance and evaluation. To perform
this position successfully, an individual must be able to perform each essential duty satisfactorily. The requirements
listed in this document are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

ESSENTIAL FUNCTIONS:

Maintains various files.

Composes/types various correspondence as assigned.

Maintains postage supply and mails documents.

Maintains work schedule for department personnel.

Posts time sheets for Officers, Crossing Guard, and Parking Enforcement Officer.

Maintains records of driver=s license and personal information for department vehicle insurance.
Posts monies collected for gun permits, photographs, and videos and submits to Clerk-Treasurer.
Collects money from County Clerk for traffic tickets as needed.

Receives emergency calls, gathers maximum amount of information in minimum amount of
time, determines appropriate response and dispatches Department officers and other emergency
personnel.

Enters various information on computer.

Enters, maintains, and researches, verifies and retrieves information for City and other law
enforcement agencies.

Receives and transmits computer reports.

May periodically testify in court regarding calls and dispatches.

Periodically attends training sessions, including certification programs.

REQUIREMENTS:
High school diploma or GED.
Working knowledge of Department policies and procedures, and ability to apply such knowledge
to a variety of interrelated processes, tasks and operations.
Working knowledge of Microsoft Office programs.
Ability to effectively listen, comprehend and communicate with a wide variety of individuals
during varied situations, including being sensitive to professional ethics, gender, cultural
diversities and disabilities.
Ability to understand, memorize, retain and carry out written or oral instructions and present
findings in oral or written form.
Ability to comply with all employer and department polices and work rules, including, but not
limited to, attendance, safety, drug-free workplace, and personal conduct.
Ability to provide public access to or maintain confidentiality of department records and
information according to state requirements.
Ability to work irregular, extended, evening and/or weekend hours.
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Ability to understand and follow oral and written instructions, and work alone and with others in
a team environment with minimum supervision.

Working knowledge of standard English grammar, spelling and punctuation, and ability to
receive information as required. Ability to maintain confidentiality of Department information
and reports as required.

LICENSE/CERTIFICATION NEEDED:
Obtain required certifications, including IDACS/NCIC computer systems.
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