
POLICE

JULIO YERO

CHIEF OF POLICE

EXECUTIVE ADMINISTRATIVE ASSISTANT TO

THE CHIEF OF POLICE

Reports to: CHIEF OF POLICE

Type of Position: Hours Per Week: 40 NON-EXEMPT

DEPARTMENT: POLICE

GENERAL DESCRIPTION:

Responsible administrative, research, para-professional and executive assistant position,
working directly under the supervision of the Chief of Police, requiring tact, composure,
organizational, customer service, flexibility, and communication skills and abilities. Work is
performed under the general supervision of the Chief of Police.

ESSENTIAL JOB FUNCTIONS:

1. Assists Chief of Police with all correspondence and memos.
2. Prepares monthly staff meeting minutes.
3. Prepares monthly Police Bulletin.
4. Prepares monthly report to Town Manager.
5. Assists the Chief of Police in the preparation of the department's budget.
6. Processes payroll.
7. Maintains and keeps track of department's budget accounts.
8. Prepares check requests / purchase requisitions for all departmental purchases.
9. Sets up and maintains the accuracy of all department personnel records.
10. Processes personnel paperwork, following Town and State regulations.
11. Assists the Chief of Police in completing and maintaining department's Policy and

Procedures Manual, General Orders, and Special Orders.
12. Compiles monthly / yearly statistics (crime and enforcement).
13. Coordinates, organizes and plans for events such as Holiday Toy Drive, Citizens

Police Academy, Teen Summer Camp, Shred-A-Thon, Drug Take Back events,
swearing in ceremonies, promotional ceremonies, department lunches, etc.

14. Orders and maintains supplies for the department.
15. Updates Police Department's section of website.
16. Provides information to the Town Gazette.
17. Performs other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties
performed. Employees will be required to perform other job-related marginal duties as required.)






