
TOWN OF WISCASSET, MAINE

POSITION DESCRIPTION

TITLE: Secretary






FLSA: Non-Exempt

DEPARTMENT: Police Department



GRADE:

DATE REVISED: Feb-16





UNION:
NATURE OF WORK

This is a clerical and support position acting as receptionist and administrative assistant to the Police Chief, Police Sergeant, and police officers, as well as carrying out special assignments when necessary.  General responsibilities include considerable public contact, screening of calls, working independently on the routine matters, receiving complaints and providing information. Demonstrates a familiarity with the organization and operating practices of the Police Department.  

SUPERVISION RECEIVED

Work is performed under the guidance and direction of the Police Chief.

SUPERVISION EXERCISED

None

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Interacts with patrons and general public, ascertain the nature of inquiries or complaints and refers complex issues to the officer in charge or another appropriate leadership person for follow-up.  

· Maintains time records and prepares records for weekly payroll.     

· Prepare and mail all invoices and record remittances, reasons for billing, extra duty details, officers court time, copies of reports, parking tickets, etc.

· Sort, process, record and properly file all criminal and misdemeanor cases, traffic cases.

· Prepare and notarize cases for District Attorneys office.

· Document outcome/disposition of all court and traffic cases.

· Conducts in-depth investigating activities, as directed, on assigned cases such as negotiating worthless Instruments (bad checks).

· Develops and types routine memos, forms, reports and general correspondence and weekly press releases which include major activities of the police officers.

· Maintains all mandatory and necessary statistics and records.   

· Prepares weekly/monthly reports for the Department of Motor Vehicles, Department of Public Safety, Town Manager and other reports as needed.

· Collect data from State Bureau of investigations, DHS, DMV and other agencies in order to issue Concealed Firearms permit.

· Order and maintain office supplies.

· Maintain adequate supplies of forms on file for Police Officers.

· Must build and maintain positive working relationships with the community, police staff, peers and colleagues.
· Maintains strict confidentiality regarding business matters at all times. 
PERIPHERAL DUTIES

· Other duties as assigned by Police Chief or Police Sergeant

DESIRED MINIMUM QUALIFICATIONS – EDUCATION AND EXPERIENCE

High School Graduation supplemented by a 2-year degree or continuing education classes in administrative/clerical support or any equivalent combination of education and experience.  Must demonstrate exceptional communication and public relations skills.
NECESSARY KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of business English, grammatical construction, spelling, punctuation, basic arithmetic, and excellent vocabulary skills

Proficient with modern office practices, procedures and equipment

Ability to rapidly learn detailed administrative, operational, procedural regulations and practices of the Police Department and understand the duties of the Police Chief and Police Sergeant.

SPECIAL REQUIREMENTS

Must have working knowledge of computers and electronic data processing

TOOLS AND EQUIPMENT

Computer including Microsoft Office products, police radio, calculator, telephone, copy and fax machine, and printers.   

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

In order perform the essential function of this position, the employee is required to stand, sit, walk, bend, kneel, squat, push, pull, talk, and hear. The employee may occasionally lift and/or move up to 20 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work is generally performed in a community center settings/ office setting.  The noise level in the work environment is usually quiet in the office.

Appropriate attire is required.

MISCELLANEOUS

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and the employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

Employees must be willing to work flexible schedules to meet the needs of the community.
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