BOROUGH OF HELLERTOWN
Job Title:
Police Administrative Secretary
Date:
September 2024
Department:
Police & Administration

Status:  Part Time
Incumbent:
Vacant



Supervisor:
Police Chief
Position Summary:  The Police Administrative Secretary primarily provides support to the Police Chief and all members of the Police Department. Work also involves back up front desk receptionist duties as well as answering phones and assisting residents with service requests handling a variety of routine requests for information.  
Supervisory Capacity:  The Police Administrative Secretary does not supervise any employee at this time, but works in cooperation with other Borough offices and employees. 

Duties:  
· Process and record parking tickets and other receivables; advise officer when 10 day payment deadline is exceeded for initiation of citation.

· Log citations, criminal complaints, witness lists and related matters.

· Prepare monthly reports such as UCR, calls for service, citations.

· Updates arrest book 

· Process and submit reportable and non-reportable accidents, citations and other reports to appropriate authorities as required.  

· Follow up on content of Hearing Notice Record; confirm officer returning hearing notices has logged in the notices.  Schedule in PLANIT
· Process various police grant applications, submit periodic interim reports and final grant closeout report to the granting agency.  Submit grant payment to the Finance Manager for deposit.
· Distribute contents of reports basket to the Chief of Police, Supervisor, Investigator or officer for follow up or attention as appropriate; file as necessary.
· Maintain records of Police Department personnel; 

· Place purchase orders for equipment and supplies for the Police Department.

· Back up front desk receptionist duties including answering phones, assisting residents with requests and assisting other administrative employees.

Essential Functions:  Maintain a positive public service attitude at all times.  Ability to pay close attention to details and have excellent organizational skills.  Ability to prioritize and schedule work load appropriately to meet deadlines.  Be punctual and maintain regular attendance at work.  Ability to work independently with little supervision.  Ability to establish and maintain effective working relationships with co-workers, residents and the general public, courteously and promptly answer resident questions or address resident concerns.    

Physical Ability:  To function in activities involving walking, bending, reaching, climbing stairs and driving a vehicle.  To sit, stand and walk from one place to another.  To see and hear.  To lift and carry up to 15 lbs.  To speak and write English fluently. 
Required Knowledge, Skills and Abilities:   Ability to collect and organize material for reports by determining what available information would be included and presenting the information in a prescribed, organized format. Ability to compute basic addition, subtraction, multiplication and division.  Knowledge of computer processing software programs, including, but not limited to Office 365, Microsoft Word, Excel, Spreadsheets, Uniform Crime Reporting, and Alert Record Management System.  Ability to learn commercial and proprietary software.
Minimum Qualifications:  A high school diploma or three to five years related experience and/or training or an equivalent combination of education and experience in municipal government.
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