TOWN OF MADISON

2120 Fish Hatchery Road

Madison, WI 53713

POSITION DESCRIPTION:
Police Sergeant

POSITION CLASSIFICATION:
Regular Full-Time

UNION REPRESENTATION:
None

IMMEDIATE SUPERVISOR:
Police Chief

NATURE:

The job duties of this position include, but are not limited to the following:  Under the general direction of the Chief of Police, the Police Sergeant is responsible for the direct supervision and evaluation of subordinates and work unit activities; administration and supervision of department operations; planning, scheduling, coordinating and evaluation department/work unit level programs and activities; liaison and public relations with various members of the criminal justice system, news media and public; training; and performance of law enforcement functions consistent with statutory authority.

WORK PERFORMED:

In addition to all the requirements and duties of the patrol officer and detective position this position incorporates the following duties:

A.
Administration and Supervision of Department Operations

1.
Direct day to day police department patrol and/or investigative activities of subordinates and provide necessary guidance and instruction.

2.
Assists the Chief of Police in the administration and operations of the Police Department as necessary, at time working irregular hours.

3.
Conducts internal investigations, handles citizen complaints and make disciplinary recommendations regarding personnel matters.

4.
Initiate, recommend and administer corrective and/or disciplinary action involving subordinate employees, consistent with department policy and procedures.

5.
Evaluate subordinates, conduct interviews, develop and implement performance improvement programs.

6.
Review and interpret correspondence, operational reports, summaries and memorandums.  Make recommendations and/or prepare responses.

7.
Participates in the grievance process as per labor agreement.

8.
Administer the logistical needs of subordinates by providing supplies, coordinating vehicle and equipment assignment, repairs, etc.

9.
Conduct work unit meetings to provide uniform communications on department/work unit matters, local problems and personnel issues.

10.
Interpret and insure compliance to labor agreement.

11.
Interpret department policies and procedures, motor vehicle and criminal code, registration and driver licensing requirements for department employees and the general public.

12.
Review, analyze and evaluate reports prepared by subordinates.

13.
Evaluate ongoing situations and reassign department personnel and equipment as appropriate/necessary.

14.
Receive, research and prepare response to requests for information.

15.
Provide liaison between the public and various federal, state and local agencies.

16.
Assume command of the entire department operation as Acting Chief in the absence of the Chief of Police.

17.
Prepare reports and recommendations regarding events that have transpired or may affect operations.

18. Actively support the mission, policies, procedures, programs, objectives and philosophies of the department.

19. Be responsible for implementing operational plans developed to achieve the goals of the Department as envisioned by the Chief of Police.

20. Provide active and visible leadership to the Department.

21. Know, understand and comply with provisions of the Department’s Policy, Procedures, Rules and Regulations.

B.
Planning, Scheduling, Coordination and Evaluation of Department/Work Unit and Activities.

1.
Issues instructions, directions, and orders to coordinate the activities of subordinates to ensure efficiency, effectiveness, and quality of service.

2.
Evaluate deployment of personnel and equipment.  Review operation and effectiveness of equipment.

3. Prepares and maintains work schedules and related leave.

4.
Attend staff meetings and meetings with other agencies relating to department activities.

5.
Review and evaluate accident and enforcement data.  Develop selective enforcement programs.

6.
Coordinate enforcement, service and training activities with other agencies affected by department operations and with other department/supervisors.

7.
Attend and/or serve as directed as department representative at meetings, conferences, seminars, training sessions, etc.

8.
Reviews all police reports, assigns appropriate follow-up investigation, and advises the Police Chief of incidents of a substantial nature.

9.
Makes recommendations to the Chief regarding policies, budgets, equipment, and personnel requirements.

C.
Determination of Training Needs, Development, Presentation, and Evaluation of Training Programs

1.
Conduct an on-going in-service training program.

2.
Arranges for on-going in-service and specialized training for personnel on the basis of legal requirements and/or departmental needs.

3.
Attends specialized training courses dealing with topics relevant to position.

4.
Determine subordinates training needs, and recommend training programs for officers to meet department level objectives.

D.
Provision of Liaison and Public Relations Between the Police Department and Various Members of the Criminal Justice System, News Media and the Public. 

1.
Provide liaison between the police department, district attorney’s office, judges and other elements involved with the criminal justice system, as well as with civic groups and the news media.

2.
Receive and record complaints.  Initiate investigations or forward to appropriate official(s) for investigation.

3.
Represent the department in various community groups when requested/directed.

4.
Present crime prevention/safety talks and appear as panel member before various groups.

5.
Maintains harmonious relationships with the public, other police departments and other departments within the Town’s governmental structure.

E.
Observation of Traffic and Enforcement of All State Laws, Township Ordinances, Rules and Regulations, Primarily Those Pertaining to Public/Highway Safety and Preservation.

1.
Observe the operation and condition of vehicles to \ascertain compliance with laws, rules and regulations.

2.
Take proper enforcement action for violations of the motor vehicle and/or criminal code consistent with statutory authority.

3.
Conduct investigations when appropriate.

4.
Testify in court and related administrative hearings.

5.
Effect lawful arrests.

F.
Supervision During Times of Emergency, and for Specialized Assignments.

1.
Proceed to the scene of an emergency or unusual occurrence, evaluate the situation and recommend/take appropriate response.

2.
Direct supervision of subordinates at the scene of civil demonstrations, natural disasters or unusual occurrences.

3.
Arrange and coordinate special escorts and/or security and transportation of dignitaries.

4.
Takes responsibility and command of major emergency/unusual situations and criminal cases as directed.

G.
Performance of Miscellaneous Duties and Related Tasks.

1.
Maintain personal proficiency in the use of firearms and other enforcement tools and techniques.

2.
Maintains regular communications with the Chief of Police regarding department activity.

3.
May patrol, investigate complaints, and take appropriate enforcement action.

4.
Responds to initial calls for service when need occurs.

5.
Performs assignments as directed by the Chief of Police.

6.
Represents the Chief of Police in his/her absence.

ESSENTIAL KNOWLEDGE, ABILITIES AND SKILLS:
A.
Considerable knowledge of modern police work in the practical and technical aspects of the apprehension of criminals and the prevention of crime.

B.
Considerable knowledge of the general statutes relating to police authority and health and safety.

C.
Thorough knowledge of criminal court procedures, firearms, photography, fingerprinting techniques, crime scene processing and first aid.

D.
Thorough knowledge of the geography and demography of the Town and its surroundings.

E.
Thorough knowledge of the rules, regulations, policies and procedures of the department.

F.
Ability to clearly and courteously enforce, explain and interpret Federal, State, County and local laws and ordinances.

G.
Ability to establish and maintain effective working and public relationships.

H.
Ability to maintain accurate and complete records and prepare clear and detailed reports.

I.
Ability to effectively supervise the operations of the appropriate segment of the police force.

J.
Working knowledge of the criminal court procedures.

K. Reasoning Development: Apply principles of rational systems to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Interpret a variety of instructions furnished in written, oral , diagrammatic, or schedule form.

L. Mathematical Development: Add, subtract, multiply, and divide all units of measure.  Perform the four operations with like common and decimal fractions.  Compute ratio, rate, and percent.  Draw and interpret bar graphs.  Perform arithmetic operations involving all American monetary units.  Calculate variables and formulas; monomials and polynomials; calculate surface, volumes, weights and measures; understand kinds of angles, and properties of pairs of angles.

M. Language Development: Reading - Read and understand safety rules, periodicals, journals, ordinances, statutes, and other technical information.   Writing - Write business letters, summaries, and reports, using prescribed format and conforming to all rules of punctuation, grammar, diction and style.  Speaking - Speak with poise, voice control, and confidence, using correct English and well-modulated voice.  Speak extemporaneously on a variety of subjects.

N. Relationships to Data, People and Things: Data - Gathering collating, or classifying information about data, people or things.  Reporting and/or carrying out a prescribed action in relation to information is frequently involved.  People - Determining or interpreting work procedures for a group of workers, assigning specific duties to them, maintaining harmonious relations among them and promoting efficiency.  A variety of responsibilities is involved in this function.  Attending to the needs, requests or the expressed or implicit wishes of people.  Immediate response in involved.  Things - Using body members, and tools, and /or special devices to work, move or carry objects or materials; involves some latitude for judgement with regard to precision attained and selecting appropriate tools, object or material.  Starting, stopping and controlling the actions of machines and equipment which a course must be steered, or which must be guided, in order to process, and/or move things or people.  Involves such activities as observing gages and dials; estimating distances and determining speed and direction of other objects

PHYSICAL DEMANDS:
Exerting up to 50 pounds of force occasionally, and/or in excess of 30 pounds of force frequently, to move objects.  Requires frequent standing, walking and sitting; occasional running.  Requires ability to hold, aim and fire a handgun and long gun.

ENVIRONMENTAL CONDITIONS:
Inside work a majority of the time.  Exposures to heat/cold extremes, temperature changes, vibrations and moderate noise frequently; exposure to loud noise, toxic conditions, odors, dust and poor ventilation occasionally.  Frequent hazards or risk of bodily injury.

REQUIRED QUALIFICATIONS:
A.
Associates Degree in Police Science or related field.

B.
Law Enforcement Standards Board Certification as Wisconsin Law Enforcement Officer.

C.
Minimum of three years previous experience in law enforcement.

DESIRED TRAINING AND EXPERIENCE:
A.
Bachelor’s Degree in Police Science or related field.

B.
Specialized training in modern supervisory techniques.
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