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                   RESPONSIBILITIES                
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I. AUTHORITY  

There shall be a branch of the police department known as the Support Services Division.  The Support Services Division shall be under the direct control of the Support Services Division Commander.  

II. RESPONSIBILITY 

The Support Services Division Commander will be responsible for the management and good order of all the delegated areas under his command.  In addition to this written Job Description, the Support Services Commander will be responsible for adhering to the police department's Rules and Regulations. 


III.	POLICE DEPARTMENT EQUIPMENT

A.	The Division Commander shall:

1. Continually evaluate equipment and supply needs to insure that they are readily available when required.  This would include, but not be limited to: Communications equipment, Flashlight batteries, fire extinguishers, flares, first aid equipment and supplies, etc.
a. This responsibility will be primarily handled by the Administrative Specialist.

IV.	BUILDING AND GROUNDS

A.	The Division Commander shall:

1. Have full responsibility for the police department headquarters facilities, other storage facilities, trailers and properties directly associated with police department activities.
a. Coordinate with the Township Building and Grounds supervisor.

	V. 	PERSONNEL
		
A. The Division Commander will oversee and be directly responsible for the
operation of the detectives assigned to the Investigative Division and the Community Policing Sergeant, who will supervise;

1.  D.A.R.E. Officer
2. School Resource Officers
3. Animal Control Officer
4. Traffic Safety Officer
5. Records Clerks
6. Parking Enforcement Officer

VI.	MUNICIPAL TOWING SERVICES

A.	The Division Commander shall:

1.  	Have full responsibility for coordinating the municipal towing services. 
  
VII.	REPORTING

A.	In addition to those areas within this Job Description requiring reports, the Division Commander shall prepare and submit other special reports, as required.

VIII.	STAFF MEETINGS

A.	The Division Commander shall:

1.  	Attend all division level staff meetings, as required, and represent his division.
2.  	Schedule and administer division level meetings with his personnel, as required.

IX.	DEPARTMENT RECORDS

A.  	The Commander shall be responsible for the administration, management and accountability of department records.


X. 	FIREARMS APPLICATIONS

A.	The Division Commander will investigate all applicants who have applied for Firearms Identification Cards, Handgun Permits or Permits to Carry Firearms.

B. The Division Commander shall provide the Chief of Police with the results of each investigation.

XI.	GENERAL INVESTIGATIONS

A.	The Division Commander shall assign general investigations to detectives as he deems necessary and appropriate.

B.	The Division Commander shall ensure that investigations are cleared in a timely fashion.

C.	The Division Commander will ensure that detectives are managing investigations properly. All clearances must be reviewed by the Division Commander before the case is actively cleared.

D.	The Investigative Division Commander is directly responsible for the proper supervision of the detectives and assure complete follow-up, arrests, court preparation and presentment and other steps necessary to bring each case to a satisfactory disposition.

E.	The Investigative Division Commander shall maintain a separate records system, over and above the department's central records, in conjunction with all cases classified as open, pending and closed.

XII.	PROPERTY MANAGEMENT

A. The Division Commander will assign a Detective who is responsible for
 processing property / evidence held by the Department.

XIII.	JUVENILE BUREAU

A.	The Division Commander is responsible for assigning, training and supervision of the Juvenile Officer.

XIV.	SCHEDULING

A.	The Division Commander shall be responsible for designing and maintaining a proper work schedule for the Support Services Division.

B.	The Division Commander shall assign investigative personnel for "Call Out" duty.

XV.	MAJOR CASE INVESTIGATION

A.	The Division Commander shall be available to assist the detectives in handling major cases.

B.	The Division Commander is responsible for the proper notification of investigative personnel associated with other governmental agencies which may be mandated by law in certain major cases.

C.	The Division Commander shall be responsible for notifying the Chief of Police and other Denville Township officials of all major crimes and disasters.

	The Division Commander shall perform other duties, as prescribed by the Captain or the Chief of Police.

	XVI. 	QUALIFICATIONS

	Education - The Support Services Division Commander shall have graduated from college and attained a minimum of a bachelors degree, supplemented by the completion of approved course work in police administration, police science, or related fields.

	License - The Support Services Division Commander will be required to maintain and possess a driver's license valid in the State of New Jersey.

	Experience - The Support Services Division Commander shall have a minimum of five years experience as a PTC certified police officer.

	Medical Examination - As a prerequisite to appointment, the Support Services Division Commander may be required to pass a thorough medical examination (including drug screening) and psychiatric examination to be administered by Denville Township.  Any psychological, medical or physical condition or defect which would prevent efficient performance of the duties of the position, cause the appointee to be a hazard to himself/herself or others, or become aggravated as a result of performance of these duties will be cause for rejection.  A complete physical examination may be required every two years at the expense of Denville Township.  Failure to comply with medical recommendations may be cause for dismissal.  Persons with mental or physical disabilities are eligible as long as they are able to perform the essential functions of the position after reasonable accommodation is made to their known limitations.  If the accommodations cannot be made because it would cause Denville Township undue hardship, such persons may not be eligible.
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