

	
DENVILLE TOWNSHIP POLICE DEPARTMENT
POLICY & PROCEDURES

	[image: PATCH300 (2)]

	VOLUME:  2
	CHAPTER:  39
	# OF PAGES: 3

	

	
SUBJECT: SECRETARY TO THE CHIEF OF POLICE 
                   RESPONSIBILITIES 

	

	BY THE ORDER OF: 
Chief of Police Christopher Wagner
	ACCREDITATION STANDARDS: N/A

	Effective Date:  3-10-2015
	SUPERSEDES ORDER #:  V2 C11





DESCRIPTION OF WORK

A. General Statement of Duties:

Performs administrative work and supervises the office and other clerical and related operations of the Police Department; does related work as required.

B. Supervision Received: Receives supervision from the Chief of Police.

		C.	Supervision Exercised:  None.

MAJOR DUTIES AND THEIR DEFINITIONS

A. Performs secretarial duties:  opens mail and sorts; answers the telephone; responds to general inquiries made by the public; schedules appointments and meetings for the Chief; orders and distributes supplies; maintains and organizes filing systems; Prepare correspondence when required.

		B.	Creates and maintains a clothing allowance database for the department. 
			Generates quarterly reports to officers on their purchases and remaining 
			balance.

		C.	Responsible for the petty cash fund:  performs month end reconciliation of 
			expenses of the respective accounts; sends vouchers to Finance 
			Department for payment.


		D.	Responsible for submitting bi-weekly overtime submission reports to 
			finance for overtime worksheets received.  Also maintains reports detailing 
			overtime for the department.

		E.	Submit applications, monitor activity, and finalize the following grants: 
			DDEF-Drunk Driving Enforcement Fund, Federal Body Armor, State Body 
			Armor, and NJ Highway Traffic Safety Grants.

		F.	Responsible for purchasing for the department.  Obtains quotes for
			purchases and contracts adhering to the township’s purchasing policy.  
			Creates requisitions and submits purchase orders to vendors for processing
			of orders and payment.  Keeps records of major purchases and annual 
			contracts.

		G.	Maintains escrow accounts for outside contractor services in accordance 
			with township’s policy.  This entails invoicing contractors for police services 
			on a weekly basis and ensuring that all accounts are current with no 
			outstanding balances.  On a quarterly basis reconcile to finance’s balances.  
			Submit end of year report to CFO listing administrative fees collected for 
			each contractor.

		H.	Responsible for maintaining personnel records for the Police Department; 

I.         Handles registration and payment for training for all Police Department 
	           personnel; arranges for travel and reservations.

J.        Keeps accurate files of completed and ongoing work.

K.        Maintains accurate and up to date information on each budget the 
	department is responsible for (Police, Dispatch, Off Street Parking and 
	(Animal Control).  Assists the Chief of Police with preparation of the annual 
	budget  


MINIMUM QUALIFICATIONS

A. Required Knowledge, Skills, and Abilities:

1. Ability to be mature minded and trustworthy in dealing with confidential matters.

2. Ability to properly channel complaints or questions from citizens and government officials.

3. Ability to maintain necessary records and reports.

4. Ability to answer inquiries from the public.

5. Ability to organize, prioritize and work alone at most tasks.

6. Ability to work effectively with other police chiefs, applicants for permits, lawyers, the general public, etc.

7. Knowledge of all duties of the Police Chief.

8. Knowledge of police department policies and procedures.

9. Knowledge of general bookkeeping.

10. Knowledge of firearm laws and procedures.

11. Proficient in the use of computers and computer software programs including Microsoft Word, Excel and Access.

12. Skilled in typing, filing, and use of office equipment including; computer, phone machine, fax machine, copier, etc.

B. Education:

High School Diploma or equivalent.

C. Experience:
	
			General office experience including: proficient knowledge of computer, 				bookkeeping, and proofreading for grammar and spelling.
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