CITY OF MORROW

JOB TITLE: Senior Administrative Assistant
(To the Police Chief)

DEPARTMENT: Police Department
STATUS/GRADE: Non-Exempt/16
DEFINITION:

Position is located in the Police Department which protects life and property. Preserves
the peace, prevents crime, detects and arrests violators of the law, and enforces all
federal, state and local laws and ordinances coming under the Department’s jurisdiction.
Position involves acting as the principal staff officer to the Chief of Police and is
responsible for the oversight of the Office of the Chief.

FUNCTIONS OF THE JOB/WORK PERFORMED:

= The Assistant to the Police Chief serves as the principal staff officer to the Chief of
Police and is responsible for the oversight of the Office of the Chief. This position
represents the Chief of Police, as needed, on various boards, commissions, and meetings.
Serves as a link between the Chief of Police and the various Police Department
components, as well as other City Departments, and the Community.

= Provides highly complex staff assistance to the Police Chief; functions as a member of
the police management staff by responding to and researching sensitive or complex issues
regarding personnel and/or police functions; performing research and advising regarding
issues as required; providing direction to staff on behalf of Chief as necessary; attending
meetings for the Chief as necessary; and advising Chief of Police regarding current
political or critical operational issues.

= Primary point of contact for all media in police related issues; handles requests for
information from the media; and prepares and manages bulletins, conferences and
releases.

= Plans, develops, and implements goals, objectives, policies, and procedures for the Police
Department by engaging in long-term strategic planning and short-term operational
planning; managing and facilitating the Police Department’s COMPSTAT program and
assisting in setting performance goals for Police Department employees.

= Analyzes and conducts reviews of activities to identify problem areas and develop new
methods of increasing efficiency of assigned staff by working with managers to resolve
individual unit work and employee issues, both internal and external to the department;
observing and reviewing the work of staff to ensure conformance to established policies
and procedures; and assisting staff in correcting employee deficiencies or implementing
disciplines.



Communicates, coordinates, and serves as a liaison for department operations and
activities with other law enforcement and criminal justice agencies, and other internal
city and department divisions by making presentations to top management regarding
operations and the implementation of long- and mid-range plans and programs; collecting
and analyzing data in order to make oral and written recommendations to management;
and presenting data and research to City Management and Council as needed and
requested.

Performs other related duties as assigned, necessary or required.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND QUALIFICATIONS:

Knowledge of:

Modern methods of municipal police administration.

Comprehensive, practical knowledge of a technical field with use of analytical judgment
and decision-making abilities appropriate to the work environment of the organization.

Using his or her own judgment, requesting supervisory assistance only when necessary.
Projects and daily work are managed with little oversight; however special assignments
and significant work products may be reviewed up completion. Typically positions in this
category are supervisory to mid-management jobs.

Skills in/Ability to:

Read general correspondence, police reports, policies, laws and manuals.
Moderate support for the preparation of budget documents; may do research to justify
data used in documents for a unit or division of a department. May recommend budget

allocations. Often compiles data and/or enters or oversees data entry.

Write police reports, memorandums, evaluations and letters.

Qualifications:

High School diploma or equivalent.

Three (3) years minimum of progressively responsible experience in a business office.
Three (3) years minimum experience handling customers in an office or retail
environment.

Ability to perform all essential duties.

Valid Georgia driver’s license.

Acceptable Motor Vehicle Report (3 year).



