 Administrative Assistant to the Chief of Police
SALARY:  E $3,245.10 - $3,944.44 per month
GENERAL PURPOSE: 
Under the direction of the Chief of Police, coordinates and performs a variety of confidential and complex secretarial functions; provides executive-level administrative support to the Chief of Police; schedules and coordinates meetings; prepares correspondence, reports, and other documentation; assists in administering assigned grants; updates and maintains departmental records and files; organizes departmental training activities; assists in the storage of evidence; serves as a representative of the Department and liaises with outside agencies; coordinates special projects; and performs other related duties as assigned.
EXAMPLE OF DUTIES:
Answers, screens, and directs incoming calls; documents and distributes telephone messages. Responds to caller inquiries; provides information regarding Police Department operations, policies, and programs; addresses and/or assists in resolving public complaints; schedules, coordinates, and confirms meetings, appointments, and/or other functions; updates and maintains departmental calendars; prepares and/or organizes meeting materials and equipment; coordinates and tracks training activities for departmental staff; prepares, proofreads, processes, and disseminates correspondence, memoranda, reports, proposals, forms, and/or other types of departmental documentation; recognizes and maintains various types of confidential information, documents, and materials; serves as Notary Public and notarizes documents as requested; performs a variety of records management functions; updates and maintains departmental records, filing systems, databases, coordinates various departmental grants; participates in administering and monitoring grant funding; provides assistance in coordinating the Department’s purchasing and inventory control functions.
MINIMUM QUALIFICATIONS:
Education and Experience: High School Diploma or equivalent; and three years of experience as a supervisor; or an equivalent combination of education and experience.
Required Licenses or Certifications: Must possess a valid California Driver’s License and be eligible for Appointment/Commission as a California Notary Public. Position will include a six month probationary term.
Required Knowledge: Principles and practices of office administration; records management principles and standards; basic accounting and bookkeeping principles; principles of grant administration; General office equipment and standard computer software applications.

Skills: Coordinating and conducting a variety of highly skilled administrative functions; providing confidential secretarial support to senior management personnel; liaising with outside agencies and the public regarding various departmental matters; preparing and maintaining correspondence, reports, and other documentation; and coordinating departmental grants; establishing and maintaining cooperative working relationships with other staff, City departments; outside agencies, community organizations, and the general public; 

Physical Demands/Work Environment: Work is performed in a standard office/law enforcement environment; subject to sitting for extended periods of time, standing, walking, bending, reaching, and lifting of objects up to 25 pounds; exposure to criminal offenders and infectious diseases is involved.

JOB DESCRIPTION
Oversees and serves as the primary contact for audits/inspections conducted by POST, the Health Department, State Fire Marshal, State Board of Corrections, and the Department of Justice; represents the Department to outside agencies and community organizations; serves on boards and/or committees as assigned or appointed; coordinates and conducts special projects as assigned; provides assistance in the Dispatch Center including serving as Dispatcher as required; assists in searching female prisoners.

EMPLOYEE SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.

ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT TELEPHONE.

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.
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