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Police Officer
Job Description


Supervised By:	Police Chief
Supervises:	Reserves, and Volunteers   
FLSA Status:		Non-Exempt (Hourly)

Position Summary:
Under the supervision of the Police Chief, regularly patrols assigned areas of the Village of Quincy to prevent crime, maintaining public safety and order by enforcing local, state and federal laws and ordinances. Performs specialized police activities such as criminal investigations, and booking or releasing prisoners. 

Essential Duties and Job Functions:
An employee in this position may be called upon to do any or all of the following essential functions.  These examples do not include all of the duties which the employee may be expected to perform.  To perform this job successfully, an individual must be able to perform each essential function satisfactorily.

1.	Patrols streets within the Village of Quincy observing for traffic violations, wanted vehicles, stranded motorists and other irregularities. Issues traffic citations, makes arrests along with booking and releasing prisoners. In addition, serves as a deterrent to criminal actions by presence in the area. 
2.	Responds to a variety of citizen's civil and criminal complaints, including domestic quarrels, robberies, break-ins, assaults and acts of vandalism.  Assists complainants and initiates investigations, collecting evidence, interviewing involved parties and witnesses, along with protecting the crime scene. 
3.	Reports to accident scenes rendering emergency medical treatment as needed to the injured persons and/or routes traffic around scene and investigates the course of the accident.  May take photographs, make measurements, obtain statements, and gather other evidence to determine the party at fault. 
4.	Follows up and completes the investigation of various crimes or complaints and may assist in the investigation of serious crimes. 
5.	Prepare detailed reports of complaints, accidents, arrests and other incidents, forwarding to the Chief of Police for review. 
6.	Checks business establishments and other buildings after hours to ensure that proper security measures have been taken. Also checks liquor establishments for conformance to law and license requirements. 
7.	Cooperates with other law enforcement agencies, exchanging information, participating in road blocks and assisting with criminal investigations. 
8.	Provides general service information to the public upon request. 
9.	Appears in court to give evidence on cases. 
10.	Provides crowd and traffic control and suppresses civil disturbances at a public gathering, fire or other emergency.
11.	May perform a variety of other tasks within the department such as juvenile activities, police escorts, serving civil processes, transporting inmates and other related duties. 
12.	Reports departmental property and equipment requiring maintenance or repair to the Chief of Police. 
13.	May assist in providing community services to the city in conducting a variety of general interest education programs and working at special events and other festivals. 
14.	May provide training to other police department personnel in the use of specialized equipment such as firearms, radar, police vehicles or specialized methods and techniques such as first aid and emergency medical treatment.  May also attend such training sessions. 
15.	Provides foot patrol in the central business district occasionally during business hours. 
16.	May set up speed control units and either arrest or give violation tickets to those who break traffic laws. 
17.	Works at desk and answers telephone, dispatches patrol cars and other emergency equipment, operates radio transmitter, maintains records, prepares reports and performs other clerical and administrative duties. 
18.	Monitors burglar alarm units of residences and businesses.  Makes vacation checks on private residences when requested. 
19.	Performs various other duties as assigned. 

Required Knowledge, Skills, Abilities and Minimum Qualifications:
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the job.

· Possession of a high school diploma or its equivalent. 
· Completion of an approved federal, state or regional police academy course. 
· This is an entry level position, no specific prior experience is required.  Six month probation period. Completion of field officers training program. 
· State of Michigan Licensed and Certified Law Enforcement Officer
· Be at least 18 years of age.
· No prior felony convictions.
· Possession of a valid Michigan Vehicle Operator's License. 
· Must pass interview process and background investigation.
· Skill in the operation of police vehicles and tools, communication equipment and firearms.
· Ability to communicate effectively orally and in writing in the English language 
· Ability to exercise good judgment, initiative and resourcefulness in dealing with the public, elected officials, community leaders, subordinate staff and other professionals.
· [bookmark: _GoBack]Ability to work effectively under stress and in emergency and confrontational situations.
· Ability to exercise a high degree of diplomacy in contentious or confrontational situations.
· Ability to travel to other locations and respond to emergencies on a 24-hour basis

Physical Demands and Work Environment:
The physical demands and work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee’s environment can range from vehicle operation, to office work, to walking the streets and grounds of the community.  Physical demands, therefore, range from sitting in a vehicle or office to the potentially enormous physical exertion associated with dealing with arresting individuals.

Therefore, the following physical demands and environmental characteristics will be encountered by employees at varying frequencies while performing the duties of this job: sitting, standing, walking, climbing, balancing, stooping, crouching, crawling; communicating in person, by phone or radios; using manual dexterity to use tools or equipment; using sight and mobility to complete work tasks; and, the strength, mobility and dexterity to operate equipment, lift or move items of heavy weight.

While performing the duties of this job, the employee is regularly required to communicate with others in person and on the telephone. The employee frequently is required to view written documents and inspect the work of subordinate employees. The employee is frequently required to travel to other locations.  The employee is required to operate a computer and manual or electrical
This institution is an equal opportunity provider.47 Cole St

Quincy

Michigan

49082

517.639.9065

www.Quincy-MI.org


image1.jpeg




image10.jpeg




image2.jpeg




