[bookmark: _Hlk83882137]CHAPTER 8	Pocomoke City Police Department Policy

CLASSIFICATION AND DELINEATION OF DUTIES AND RESPONSIBILITIES 



Directives in this chapter relate to job task analysis, classification plans, position classification, and matters affecting assignment within a position classification.


8.1	TASK ANALYSIS

8.1.1	DEPARTMENTAL OBJECTIVES:  JOB TASK ANALYSIS                

1.	The department's job task analysis objectives are, but not limited to, the following:      
     	
	Serve as a basis for the determination of a position classification plan and compensation; 

	Provide a basis for establishing minimum qualification requirements for   recruitment, examination, selection and appointment and promotion.

Provide guidance to employees and their supervisors concerning the duties and responsibilities of individual positions; and               

Assist in the establishment of training curricula.

2.	During the early summer of 1980, the Maryland Police and Training Standards Commission (MPCTC) issued a request for proposals concerning a "Job Task Analysis of Law Enforcement Units in the State of Maryland”.  Recognizing its role and responsibilities as the executive agency which determines training standards for police, the MPCTC was concerned that what is required to be taught was indeed related to the real work of police officers in Maryland.  Consequently, the MPCTC wanted two fundamental questions answered:                    

a)	What tasks do all police officers in Maryland perform, regardless of the agency;
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             b)   	What is the performance‑based objectives relevant to the work of Maryland police officers.               

The state‑wide Police Officer Job Analysis Project was awarded to the Social Development Corporation, Criminal Justice Personnel Incentive, West Hartford, Conn.  The report of its study listed, among other things, the job tasks and the objectives to perform the tasks.               
The MPTC incorporated the objectives into the mandated entrance‑level training for police officers. The task‑oriented performance-based program is taught by Maryland Police Academies, including the Eastern Shore Criminal Justice Academy. The MPTC monitors and audits all police academies to ensure that the task‑oriented objectives are being taught, demonstrated, etc., to ensure that entry level officers acquire the minimum level of proficiency necessary for their job-related skills.               

8.2	CLASSIFICATION

8.2.1	DEPARTMENTAL CLASSIFICATION PLAN      

       
The department's classification plan which consolidates positions based upon similarity of duties and responsibilities is incorporated into the classification plan of the City of Pocomoke City.

 The Human Resources Department maintains a manual of all approved classifications for the City of Pocomoke City and provides the Chief of Police with information relevant to the Police Department.

 On an annual basis, normally as part of the budget process during which positions might be modified and/or upgraded, the Chief of Police provides input to the City Manager’s Office and the Human Resources Department as to changes recommended in the classification. Approval of these changes generally is the responsibility of the City Manager’s Office.

Our department is designed with (2) different classes of employee, exempt and nonexempt. These classifications are as follows:

Exempt – Exempt employees are paid on a salaried basis and are not eligible to receive overtime pay but are eligible to receive flex time. (hour for hour compensation). Exempt employees are as follows:

a) Lieutenants and higher-ranking officers;

b) Any civilian member of administration.


       Nonexempt – Nonexempt employees have an annual salary, however, they are essential  
       24/7 employees and are able to receive overtime pay and comp time. Nonexempt 
       employees are as follows:  

a) Sworn Officers Detective Sergeant and below in rank.

b) All Police Communications Officers (PCO’s)




8.2.2	 JOB DESCRIPTIONS 

 The department maintains current job descriptions covering all employees and they are located in the office of the Chief of Police. These job descriptions are available for review by all sworn and civilian personnel by requesting permission through the appropriate supervisor and going through the chain of command.

When an employee enters on duty or when the employee's job description changes due to promotion or any other reason, he or she will be furnished a copy of his/her job description.               

An employee will be held accountable for each task and/or responsibility as listed in his/her job description.               

If an employee has any question concerning his/her job description, the question should be asked and resolved through contact with his/her supervisor.
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                                  POCOMOKE CITY POLICE
JOB DESCRIPTION



Chief of Police 

Reports to:		City Manager
Department:		Police
Classification:		Administration (Exempt)


Summary of Principal Duties and Responsibilities:

The Chief of Police should have the following experience; Law Enforcement Administration, budget development and management, emergency preparedness methodology, development of policies and procedures, patrol development/implementation, criminal investigations, personnel management and strategic planning, grants management and community relations. The Chief of Police should also have the ability to plan and implement policies, establish and monitor budgets, supervise employees and maintain positive professional relationships both inside and outside the agency. The Chief of Police will have the demonstrated abilities in the area of community policing and display exceptional leadership qualities. The Chief of Police should be familiar with Maryland Law Enforcement Officers Bill of Rights issues, must be computer literate, and must have knowledge of Local State and Federal Laws. 

	Although an Associates or Bachelor’s degree is a plus, it is not a requirement.  The candidate should have a minimum of twelve (12) years of experience as a certified police officer, with a minimum of five (5) years of command staff experience.

Duties & Responsibilities:

· Oversees enforcement of applicable codes, ordinances, laws and regulations in order to protect life and property, prevent crime and promote security within Pocomoke City.

· Develops short- and long-term goals and objectives for the Department, and a strategic plan to accomplish goals; evaluates Department performance and achievements.

· Leads and coordinates efforts of top management and Department personnel to define and establish major operational and administrative policies and programs; monitors development and administration of policies and programs to ensure conformity with desired goals.

· Defines organizational structure of the Department; makes staff assignments.

· Supervises, directs and evaluates assigned staff; provides information, advice and managerial and professional expertise.

· Defines Department standards of performance; oversees disciplinary processes.

· Establishes and maintains liaisons with public officials, community leaders, businesses, civic groups and the media.

· Represents Department at community, business and professional functions.

· Responds to complaints and questions related to Department operations and policies; provides information and education, researches problems and initiates problem resolution.

· Develops and administers Department budget; monitors and approves budgetary expenditures.

· Oversees Department reporting and record keeping functions.

· Attends City Council and other meetings as necessary to present information and recommendations; serves on relevant committees.

· Maintains comprehensive, current knowledge of applicable laws and regulations; maintains awareness of new trends and advances in law enforcement techniques and tools; reads professional literature; maintains professional affiliations; attends conferences and training.

	Non-essential Job Functions:

· Performs other related duties as required.

	Knowledge, Skills & Abilities Required to Perform Essential Job Functions:

· Ability to function in a director capacity for a major organizational unit requiring significant internal and external interaction.


· Ability to positively promote the image of the Pocomoke City Police Department.

· Broad understanding of the law enforcement function and its role in the community.

· Ability to coordinate, review, classify, prioritize and analyze data.

· Ability to utilize a wide variety of reference, descriptive, advisory and design data and information to make sound professional, managerial and technical decisions.

· Ability to organize and direct work of self and others, and to apply principles of persuasion and influence over others in a leadership capacity.


	

· Ability to manage or coordinate multiple tasks or activities simultaneously.

· Ability to set priorities and to meet deadlines.

· Ability to exercise discretion in identifying and selecting from alternative courses of action.

· Ability to exercise discretion in the use of force and law enforcement powers.

· Ability to build consensus and/or to issue authoritative orders as circumstances dictate.

· Ability to provide guidance, assistance and interpretation regarding the application of procedures and standards to specific situations.

· Ability to inform and guide others by applying professional principles of instruction.

· Ability to communicate effectively on an individual or group basis and in public meetings; includes ability to speak and write clearly and to interact with members of the Department, other City departments and outside agencies to exchange information and resolve problems.

· Ability to perform tasks in changing and stressful circumstances; includes ability to maintain control of emotions and actions and to make rapid decisions.

· Ability to maintain confidentiality of highly sensitive data.

· Ability to operate police vehicle and specialized equipment, including radio and in-car computer; ability to operate vehicle at high speeds during emergency responses or pursuits.

· Ability to utilize a variety of tools, equipment and supplies associated with law enforcement activities, including any or all of the following: pistol, shotgun, taser, baton, pepper spray, radio, portable breath test and radar gun.

· Ability to effectively employ and maintain proficiency with a variety of Department-issued firearms and less lethal weapon systems.

· Ability to be on 24-hour call for major incidents.

· Ability to make a forcible arrest.

· Essential functions are regularly performed without exposure to adverse environmental conditions; major incidents or events may involve exposure to severe weather, temperature and noise extremes, traffic hazards, violence, toxic agents, disease or pathogenic substances.


    Qualifications Required to Perform Essential Job Functions:

· Minimum of twelve (12) to fifteen (15) years law enforcement experience that includes progression from patrol officer to first line management, middle management and upper management.

· Or any equivalent combination of education, training and experience that provides the requisite knowledge, skills and abilities for this position.

· Must possess and maintain a valid Maryland driver's license.

	






















 POCOMOKE CITY POLICE
JOB DESCRIPTION



Captain

Reports to:	Chief of Police				
Department:	Police Administration				
Classification:	Administration (Exempt)


Summary of Duties and Responsibilities:

	The Captain serves at the pleasure of the Chief of Police. The Captain acts as the Assistant Chief and in the absence of the Chief of Police, will serve in the roll of the department head. The Captain will assist the Chief of Police in planning and administering during day to day operations

	This work involves administrative responsibility for directing and supervising the activities of civilian and sworn personnel assigned as ordered by the Chief of Police. Duties involve include ensuring Lieutenants are carrying out assignments and job duties in their respective areas, evaluating their work performances, instructing them in new and approved methods, assuming compliance of written directives and inspecting all activities. A Police Captain must be thoroughly familiar with controlling laws and ordinances, with departmental policies and procedures and with approved modern police methods. He or she must be thoroughly capable of commanding the respect of subordinate officers and employees, and directing the work under emergency conditions. Work is subject to the plans, policies, and procedures formulated by the Chief of Police.

Duties and Responsibilities

· Acts as the Assistant Chief of Police, maintains discipline and morale and promotes harmony with other units; assures that equipment and materials are correctly used and maintained as ordered by the Chief of Police; takes active command of major disasters, riots, or other emergency situations as directed; instructs subordinate employees to work assignments and procedures; interprets new laws, ordinances, and rules and regulations for subordinate employees; instructs personnel in policies and practices of the department; inspects, reviews, and evaluates the work of subordinate personnel; assigns work to subordinate employees and investigates and carefully reviews their work; answers correspondence, prepares reports to the Chief of Police calling attention to defects, and recommends corrective action; assumes command of the department during the absence of the Chief of Police in accordance with department policy.

	Does research and develops general orders, rules and regulations affecting the operation of the department; does research and helps develop the policies of the department. 
· Ensures Lieutenants are carrying out day to day assignments 

· Assist Chief of Police with preparation of departmental budget

· In absence of the Chief, can authorize departmental purchase orders

· Oversees Grant Writing Programs

· Oversees Background Check and creates new hire binders.

· Oversees News Release of any major crimes.

· Oversees payroll for all employees

· Oversees Personnel Files

· Ensures Lieutenants are current with scheduling and training for employees

· Oversees the recruitment process for sworn and civilian employees

·  Responsible for Internal Affairs, Suspension hearings, etc. as assigned by the Chief of Police

· Maintains audit compliances

· Oversees any and all related MPTSC compliances

· Oversees the promotional process

· Responsible for the recruitment process of Sworn Officers and Civilian personnel



Required Knowledge, Skills, and Abilities
				
	Thorough knowledge of police methods and administration; thorough knowledge of controlling laws and ordinances and of department rules and regulations; demonstrated ability to command respect of subordinates; ability to direct and supervise the work of others; ability to deal firmly and courteously with the public; thorough knowledge of the geography of the city; good judgement; dependability; excellent physical condition; the ability to develop a working knowledge of the departmental computer system.

Education and Experience		

	Considerable experience in police work at the level of Lieutenant, supplemented by training at a state or national police training school, or any equivalents combination of experience and training which provides the required knowledge, skills, and abilities.

	Must complete the MPTC Administrator’s training and must also have training in management and supervision to include performance evaluations, motivation and discipline, planning and budgeting.

	Must possess a high school diploma from an accredited school or a GED certificate. A degree in Criminal Justice is preferred;

	Hold a current and active MPCTC certification card, and;

	Must have at least (12) years of service in law enforcement and serve in the position of Lieutenant or above for a minimum of (5) years; or has the required skills, knowledge and abilities to perform the required responsibilities.

In addition to the above, the Captain is required to:
· Must possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state
· Successfully complete a background investigation.
· Be at work on time
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for duty

	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position. Principal duties and responsibilities are intended to describe those functions that are essential to the performance of their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.
	This job description does not state or imply the above are the only duties and responsibilities assigned to this position. Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police.

Probationary Period for Appointed Employees

	Permanent status to the rank requires a probationary period of one year, during which time performance will be evaluated.  Permanent status will be granted only if work performance has been adjudged to be satisfactory.



























POCOMOKE CITY POLICE
JOB DESCRIPTION


Administrative Lieutenant

Reports to:		Captain / Chief of Police
Department:		Police Administration
Classification:		Administration (Exempt)

Summary of Principal Duties & Responsibilities

The Lieutenant/ Administrative Commander has the authority and is further assigned the responsibility for the overall administrative operations of the Police Department. 

This responsibility will involve middle management decisions, evaluative thinking, coordination, supervision, and problem solving.

Separate from these responsibilities are the actual duties the Administrative Commander is expected to perform.  Not all of which are on a daily basis, but due to the volume of telephone calls, calls for service, radio, traffic and just the generally overall busy nature of the position the Administrative Commander is expected to multi-task as needed.

Duties & Responsibilities:

· Serves at the pleasure of the Chief of Police.

· Assume command of the Police Department’s functions in the absence of the Chief of Police and Captain.

· Keep and maintain the PCO schedule.

· Supervise all PCO personnel.

· Departmental RMS Administrator

· Departmental IT Administrator

· Departmental E-tix and Live-Scan Administrator
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· Ensure CHRI (Criminal Repository Report Information) reports are signed to ensure they are disseminated to only authorized persons.

· Provide discipline on an as-needed basis for subordinate officers and civilian personnel as identified under the Administrative Lieutenants supervision.

· Provide information, feedback, advice, etc. to the general public both by phone as well as in person.

· Maintains and assigns departmental emails
· Maintains and assigns city issued ID cards and Key cards

· Review of case file folders in the absence of the Patrol Lieutenant.

· Provide guidance for the Sworn and Civilian personnel when needed

· Be present for all Department audits for CJIS, Juvenile Justice and Maryland State Police; conduct necessary changes when needed

· Conduct all assigned civilian employee evaluations

· Ensure the security of Police Department building and its personnel.

· Provide discipline on an as-needed basis for subordinate officers and civilian personnel.

· Assumes command until relieved of emergency situations such as major disasters, hostage/barricade situations, etc., in the absence of the Captain

· [bookmark: _Hlk513038152]Maintains the duties of the Evidence/Property Room Custodian as well as all of the responsibilities related to the Evidence/Property Room

· Oversees the Departmental Detective and schedules training for Detective as needed 
   
· Coordinates required training for civilian personnel as well as all of                           
       the administrative documentation of this training.

· Conducts monthly building and AED inspections as well as all of the
            Administrative documentation of these inspections.
[bookmark: _Hlk513038301]
· In addition to the above, the Administrative Lieutenant is required to:
	    
· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for duty


Education and Experience:
M	Must possess a High School Diploma from an accredited school or a GED Certificate.  A degree in Criminal Justice is preferred.  Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation, hold a current and active MPCTC certification card, served at least eight (8) years in law enforcement, successfully complete an administrative and supervisory course through the Maryland Police Training and Standards Commission. 
T	This job description is intended to describe the general duties and level of work required by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance of their duties. 
[bookmark: a_PictureBullets]T	This job description is not all inclusive of the duties and responsibilities assigned to this position.  Employees holding this position may be assigned to additional job-related duties as requested by the Chief of Police, or his designee.[image: ]



















POCOMOKE CITY POLICE
JOB DESCRIPTION

Patrol Lieutenant

Reports to:		Captain / Chief of Police
Department:		Patrol Commander
Classification:		Administration (Exempt)

Summary of Principal Duties & Responsibilities

The Lieutenant/Patrol Commander has the authority and is further assigned the responsibility for the overall operations of the police function during his tour of duty. This responsibility will involve middle management decisions, evaluative thinking, coordination, supervision, problem solving and scheduling of the officers assigned to squads. Separate from these responsibilities are the actual duties the Patrol Commander is expected to multi-task as needed.


Duties & Responsibilities:

· Serves at the pleasure of the Chief of Police.

· Review of calls for service prior to his tour of duty for informational purposes.

· Responsible to create and upkeep a roll call book that will be read out at roll call on a daily basis

· Answering of telephones to include complaints from the public, maintaining liaison with allied agencies as to assistance, advice or other areas of mutual concern.
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· Providing direct supervision to police officers and the Shift Supervisors and their respective duties.

· Provide information, feedback, advice, etc. to the Captain / Chief of Police

· Ensure the officers safety is provided for.

· [bookmark: _Hlk519245841]Provide guidance to all subordinate’s

· Keep and maintain Sworn Officers schedule

· Conduct departmental initiatives and details with allied agencies

· Attend morning roll call

· Responsible for coordinating all departmental inspections for personnel and issued equipment (Monthly)

· Maintain and file the monthly gun, vehicle, and equipment inspections sheets

· Review all reports once Sergeant approves them and ensure reports are emailed / forwarded to the States Attorney’s Office, Department of Social Services, Department of Juvenile services, or other offices not mentioned

· Maintain and document follow-ups to be completed within a (5) five-day window

· Complete the report approval process 

· Assumes command until relieved of emergency situations such as major disasters, hostage/barricade situations, etc.

· Evaluations to be completed for all Squad Supervisors annually

· Provide Supervisors the proper Evaluation Packets for officers in their respective groups

· Photocopy all sworn personnel’s Drivers Licenses, MPCTC Certification Cards and Gun Serial Numbers annually

· Be versed in all aspects of the Law Enforcement officer and his duties.

· Additional responsibilities may be assigned by the Chief of Police as needed

· Oversees 1033 Program and armory inventory

· Responsible scheduling any and all annual training for sworn officers, except Detective

· Responsible for maintaining order and disciplinary actions for personnel under the Patrol Lieutenant command in accordance with written directives 

· In addition to the above, this employee is required to:

· [bookmark: _Hlk513555101]Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for duty


Education and Experience:
M	Must possess a High School Diploma from an accredited school or a GED Certificate.  A degree in Criminal Justice is preferred.  Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation, hold a current and active MPCTC certification card, served at least eight (8) years in law enforcement, serve in the position of Sergeant or above, successfully completed an administrative and supervisory course through the Maryland Police Training and Standards Commission.  
T	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and other duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.
T	This job description does not state or imply that the above are the only duties and responsibilities assigned to this position. Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police.[image: ]













POCOMOKE CITY POLICE
JOB DESCRIPTION


Detective

Reports to:		Administrative Lieutenant 
Department:		Police
Classification:		Criminal Investigation Division (Nonexempt)


Summary of Principal Duties & Responsibilities 

	This position is a plainclothes assignment that requires self-motivation and independent judgment. An officer in this position would be expected to be able to use his/her initiative, work well independently and also be willing to work beyond an eight-hour day as needed.  He/she should have confidence and be neat in appearance. In addition, this position may require shift coverage in the event of manpower shortage

	
Duties & Responsibilities:
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· An investigator on day work usually begins work at 8:00 AM.  At times the detective may start earlier to try and contact someone prior to them going to school or work.  A detective should be able to arrange his/her overtime and schedule with the assistance and approval from the Supervisor.  For example, a detective may work 8-4 and come back to work from 7:00 PM to 10:00 PM on a surveillance that must be done at night.  The detective could also work evening hours depending on current caseloads and court scheduling.  Again, scheduling changes such as this would have to be approved by the Supervisor.

· A detective normally will receive offense reports that are assigned to him/her by the Patrol Commander or Chief of Police for follow-up investigations.  The seriousness and priority of the case will dictate the response necessary for investigations, any questions concerning the priority of the cases should be referred to the Patrol Commander.

· A detective’s caseload will include all types of offenses, ranging from theft to homicide and will also include background investigations.  He/she may also be utilized in undercover assignments or assigned vice or narcotic investigations.  A detective should have the ability to seek the assistance for any case assigned if he or she has not been exposed to a particular type of offense.


· A detective should be able to properly prepare reports and case files for court and have a good working knowledge of the District and Circuit Court systems and States Attorney’s Office.  Presenting testimony in court is crucial and a detective should be able to communicate well with others and present oral testimony in a clear, professional manner.

· Investigations often require a detective to work beyond eight hours. The detective should have a thorough working knowledge of the Annotated Code of Maryland involving criminal law and be able to apply it to the investigations assigned.  A detective should be able to close cases in a timely manner unless assigned to a major investigation, on leave or in training.

· Interviewing and interrogation are very important skills and the detective should be able to communicate well with others and develop these skills with training and experience.  An investigator should be able to apply communication skills whether the person being interviewed is an informant, victim, witness or suspect.

· With time or experience, a detective may develop primary skills in specialized areas such as narcotics, child abuse or crime scene processing.  Where possible, investigators with special interests will receive additional training in those areas and be utilized for investigations and to assist others in their particular areas of expertise.

· Finally, detectives will often be utilized for a variety of departmental situations or unusual occurrences.  They MAY also be assigned to other specialized units such as the Worcester County Bureau of Investigations (CBI-criminal investigations or the Worcester County Criminal Enforcement Team (CET-narcotics investigations).

· Maybe required to work patrol duties on a as needed basis

· In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for duty



Education and Experience:

	Must possess a High School Diploma from an accredited school or a GED Certificate.  A degree in Criminal Justice is preferred.  Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation, hold a current and active MPCTC certification card, served at least eight (8) years in law enforcement, successfully have completed a supervisory course through the Maryland Police Training and Standards Commission.  

	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.

	This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police, Captain, or Administrative Lieutenant.[image: ]






















POCOMOKE CITY POLICE
JOB DESCRIPTION


Police Officer – Sergeant

Reports to:		Patrol Commander / Lieutenant
Department:		Police
Classification:		Shift Sergeant (Squad Supervisor) / (Nonexempt)


Summary of Principal Duties & Responsibilities 

	This position is responsible for the supervisory patrol functions of the Pocomoke City Police Department as well as the duties for Squad/Shift Supervisor, to include but not limited to the listed Duties and Responsibilities.  Work is performed under the direction of the Patrol Commander with minimal supervision.  Review is made by evaluation of accomplishments, ability to meet deadlines and the effectiveness of supervision given to continuing projects and special assignments.

	The Sergeant reports for duty in sufficient time to assist the Patrol Commander or assume command prior to the beginning of Roll Call to receive briefing materials from the Patrol Commander/Supervisor.  


Duties & Responsibilities:
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· Prepares or designates the preparation of assignment of officers to patrol areas for each tour of duty

· Reads out the Roll Call material to the shift which includes patrol checks to be made, wanted persons and vehicles, policy changes, informational materials, training and review on general orders, vacant dwellings, etc.; Responsible for conducting roll call on both shifts when available

· Inspection of personnel and their individually assigned equipment

· Inspection of patrol vehicles and the Squad Room area

· Attempts to meet each officer on his/her assigned patrol area daily to monitor his/her performance and to commend as appropriate or to confer reference to any problems

· Relieves the Officers during breaks, assignments and leave

· Is responsible for giving guidance to Corporals and Officers

· Briefs the oncoming Squad Supervisor on events that have taken place during his/her tour of duty

· Brief’s the Patrol Commander on the disposition of Events during the tour of duty and keeps him informed on any other situations of interest or importance

· In those situations, governed by same, he ensures compliance with departmental Written Directives

· Responds to felony crimes and other serious or unusual calls for service or to any incident where his/her presence is requested

· Briefs the Patrol Commander on the events of the day, weekends and holidays

· Investigations Use of Force, grievances and suggestions, complaints against personnel and disciplinary problems within the scope of his authority.

· Receives leave request and approval of sick leave and forwards to the Patrol Commander/ Lieutenant

· Maintains crime scene processing materials and assists in the processing of those scenes

· Is responsible for the collection of gun and vehicle inspection reports; once reviewed turn into the Patrol Commander/ Lieutenant for filing

· Completes and reviews annual performance evaluation with each officer under his/her supervision and forwards them to the Patrol Commander/ Lieutenant for review

· Nominates subordinates for awards and commendations

Once the daily reports are submitted, check for corrections and finalize in the computer before submitting them to the Patrol Commander/Lieutenant for final review; If corrections need to be made resubmit back to the responsible Officer prior to submitting them to the Patrol Commander/Lieutenant
· Assumes command of unusual occurrences until relieved by the designated authority

· In evaluation of the frequently completed duties, the Sergeant examines the quality of work, quantity of work, judgment and common sense, initiative and self-reliance, ability, knowledge, attitude, dependability and leadership of subordinates

· In addition to the duties of Sergeant, this employee is expected to assume the duties of police officer when required (i.e. issuance of a traffic citation for a traffic violation that he/she witnesses) 

· In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for normal duty

Education and Experience:

	Possession of a High School Diploma from an accredited school or GED Certificate, degree in Criminal Justice is preferred.  Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation, hold a current and active MPCTC certification card. Minimum of 5 years’ experience as a sworn law enforcement officer. Must have successfully completed a supervisory course through the Maryland Police Training and Standards Commission.  

	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.

	This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police, Captain, and/or Patrol 
Commander.[image: ]


POCOMOKE CITY POLICE
JOB DESCRIPTION


Police Officer – Corporal

Reports to:		Squad Sergeant/Patrol Commander Lieutenant
Department:		Police
Classification:		Assistant Shift Supervisor / Shift Supervisor (Nonexempt)

Summary of Principal Duties & Responsibilities 

	This position is responsible for the patrol functions of the Pocomoke City Police Department as well as the duties for Shift Supervisor, to include but not limited to the listed Duties and Responsibilities.  Work is performed under the direction of the Squad Supervisor with minimal supervision.  Review is made by evaluation of accomplishments, ability to meet deadlines and the effectiveness of supervision given to continuing projects and special assignments.

	The Corporal reports for duty in sufficient time to assist the Patrol Commander or assume command in the absence of a Shift Supervisor before scheduled tour begins.  In the absence of a Shift Supervisor, the Corporal shall assume the position of Supervisor (otherwise, the Corporal assumes the duties of a police officer).


Duties & Responsibilities:
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· Assigns officers to patrol sectors

· Conducts daily shift Roll Call in the absence of the Sergeant 

· Inspects patrol vehicles in absences of Squad Sergeant

· Patrols the City with no sector assignment when all sectors are covered

· Acts as primary back-up officer when not assigned to a patrol sector

· Assist other officers with the processing of arrested persons on an as-needed basis

· Maintain issued uniform and equipment, both personal and departmental

· Enforce the ordinances and laws of the City of Pocomoke, State of Maryland and any and all federal laws where applicable
· Is required to appear as a witness in all court cases, juvenile proceedings, States Attorney conferences or any other court process as prescribed by a summons

· Will provide assistance to other officers of this Department and all Allied Agencies as assigned

· Will on an as-needed basis be a part of a special assignment such as parades, outer perimeter security, searches for persons, evidence, etc.

· In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for normal duty

Education and Experience:
	Must be in possession of a High School Diploma from an accredited school or GED Certificate, Degree in Criminal Justice is preferred.  Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation, hold a current and active MPCTC certification card, minimum of 3 years’ experience as a sworn law enforcement officer, successfully complete a supervisory course through the Maryland Police Training and Standards Commission. 

	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job. This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police, Captain, Patrol Commander, or Shift Supervisor.[image: ]




POCOMOKE CITY POLICE
JOB DESCRIPTION


Police Officer – Patrolman First Class

Reports to:		Corporal/Squad Sergeant
Department:		Police
Classification:		Patrol (Nonexempt)


Summary of Principal Duties & Responsibilities 

	This position is responsible for the patrol functions of the Pocomoke City Police Department to include but not limited to the listed Duties and Responsibilities.  Work is performed under the direction of the Patrol Commander with necessary supervision.  Review is made by evaluation of accomplishments, ability to meet deadlines and the effectiveness of supervision given to continuing projects and special assignments.


Duties & Responsibilities:
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· Maintain issued uniform and equipment, both personal and departmental

· Maintains department assigned patrol vehicle for operational readiness as well as for contraband/weapons and/or unauthorized items

· Patrols an assigned area during daily tour of duty, being constantly on the alert for criminal activity

· Responds to motor vehicle violations and any requests for assistance from the public

· Issues E-Tix citations and warnings (including ERO’s)

· Issue Parking Citations

· Utilizes preventative patrol and crime prevention techniques to include recording suspect information, criminal/vehicle activity

· During tours of duty, make business checks of those establishments as a preventative approach as well as to instill good public relations

· Enforce the ordinances and laws of the City of Pocomoke, State of Maryland and any and all federal laws where applicable

· Utilizes both foot and motorized patrol in the patrol sector assigned

· Performs preventative patrol of businesses and vacant dwellings, during the time that they are unoccupied or not open

· Respond to calls for service dispatched from Communications or Shift Supervisor

· Is responsible for the investigation of the complaints as assigned

· Is required to make written and/or computer data entry reports on criminal activities or traffic related incidents as required by Department Policy

· Will investigate all traffic related incidents, to include motor vehicle crashes, disabled vehicles and parking related problems

· Operate speed measurement devices

· Is responsible for the service of all court documents that are scheduled for service in their respective patrol sector

· Is responsible for the efficient flow of traffic by manual direction on an as-needed basis

· Is required to appear as a witness in all court cases, juvenile proceedings, States Attorney conferences or any other court process as prescribed by a summons

· Will provide escorts on an on-call basis, including businesses and spousal assaults

· Will provide assistance to other officers of this Department and all Allied Agencies as assigned

· Responsible to supervise your squads Patrol Officers in the absence of the Shift Supervisor

· Responsible for Roll Call duty in the absence of a Shift Supervisor

· Is expected to respond accordingly to mentally disturbed persons to include the preparation of Emergency Petitions and transportation of same to appropriate facilities

· Will respond to and investigate missing persons reports to include the completion of the report and subsequent follow-up investigations

· Will on an as-needed basis be a part of a special assignment such as parades, outer perimeter security, searches for persons, evidence, etc.

· Is expected to transport, process, complete all necessary supplemental paperwork and relay to District Court and/or the Detention Center all subjects arrested
        In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for normal duty

Education and Experience:

	Must be in possession of a High School Diploma from an accredited school or GED Certificate. Possess current motor vehicle driver’s license in their state of residency without suspension in Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation, after entry level training, maintain the position of Patrol Officer for a minimum of two (2) years once completing Field Training with no disciplinary action during this time, a letter of recommendation for the position of PFC from their supervisor. Any disciplinary actions taken against the officer during this 2-year period, will extend their eligibility for the promotion to this rank for a period of 6 months. Lateral officers only need two (2) years’ experience as a certified officer in order to be eligible for this position.

	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.

	This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police, Captain, Patrol Commander, or Shift Supervisor.[image: ]
POCOMOKE CITY POLICE
JOB DESCRIPTION

Police Officer – Patrolman

Reports to:		PFC/Corporal/Squad Sergeant
Department:		Police
Classification:		Patrol (Nonexempt)


Summary of Principal Duties & Responsibilities 

	This position is responsible for the patrol functions of the Pocomoke City Police Department to include but not limited to the listed Duties and Responsibilities.  Work is performed under the direction of the Patrol Commander with necessary supervision.  Review is made by evaluation of accomplishments, ability to meet deadlines and the effectiveness of supervision given to continuing projects and special assignments.

Duties & Responsibilities:
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· Maintain issued uniform and equipment, both personal and departmental

· Maintains department assigned patrol vehicle for operational readiness as well as for contraband/weapons and/or unauthorized items

· Patrols an assigned area during daily tour of duty, being constantly on the alert for criminal activity

· Responds to motor vehicle violations and any requests for assistance from the public

· Issues E-TIX citations and warnings (including ERO’s)

· Issue Parking Citations

· Utilizes preventative patrol and crime prevention techniques to include recording suspect information, criminal/vehicle activity

· During tours of duty, make business checks of those establishments as a preventative approach as well as to instill good public relations

· Enforce the ordinances and laws of the City of Pocomoke, State of Maryland and any and all federal laws where applicable

· Utilizes both foot and motorized patrol in the patrol sector assigned

· Performs preventative patrol of businesses and vacant dwellings, during the time that they are unoccupied or not open

· Respond to calls for service dispatched from Communications or Shift Supervisor

· Is responsible for the investigation of the complaints as assigned

· Is required to make written and/or computer data entry reports on criminal activities or traffic related incidents as required by Department Policy

· Will investigate all traffic related incidents, to include motor vehicle crashes, disabled vehicles and parking related problems

· Operate speed measurement devices 

· Is responsible for the service of all court documents that are scheduled for service in their respective patrol sector

· Is responsible for the efficient flow of traffic by manual direction on an as-needed basis

· Is required to appear as a witness in all court cases, juvenile proceedings, States Attorney conferences or any other court process as prescribed by a summons

· Will provide escorts on an on-call basis, including businesses and spousal assaults

· Will provide assistance to other officers of this Department and all Allied Agencies as assigned

· Is expected to respond accordingly to mentally disturbed persons to include the preparation of Emergency Petitions and transportation of same to appropriate facilities

· Will respond to and investigate missing persons reports to include the completion of the report and subsequent follow-up investigations

· Will on an as-needed basis be a part of a special assignment such as parades, outer perimeter security, searches for persons, evidence, etc.

· Is expected to transport, process, complete all necessary supplemental paperwork and relay to District Court and/or the Detention Center all subjects arrested

· Is responsible to turn in all daily calls for service reports at the end of your assigned shift

· Is responsible for following the chain of command

· In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for normal duty

Education and Experience:

	Must be 21 years of age or older, possession of a High School Diploma from an accredited school or GED Certificate. Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, successfully complete a background investigation and complete the mandatory Police Academy within one (1) year of hire. Patrolman will serve a period of (1) year probationary period from the date of hire. However, anytime during that period should a supervisor or member of Command Staff see necessary, the probationary period maybe extended an additional 6 months. 

	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.

	This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police, Patrol Commander or Shift Supervisor.[image: ]

POCOMOKE CITY POLICE
JOB DESCRIPTION

Police Communications Operator – PCO

Reports to:		Administrative Lieutenant
Department:		Communications
Classification:		Civilian (Nonexempt)

Summary of Principal Duties & Responsibilities

	This position is responsible for radio dispatching via the police communications systems and clerical work associated with communications and information retention, maintenance and distribution systems in the Pocomoke Police Department.  The employee is responsible for making decisions based on training and established policies and procedures.  Review is made by evaluation of accomplishments, ability to meet deadlines and the effectiveness of supervision given to continuing projects and special assignments.

Duties & Responsibilities:
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· Report for duty five to ten minutes before scheduled tour begins

· Wear/Maintain appropriate professional attire

· Maintain a computerized department logs, communications documents, written and electronic data and records relating to the communications and information systems

· Answer emergency and 911 directed telephone calls to the police department

· Monitor police radio communications

· Prepare required reports and written documents

· Effectively operate keyboard activated computer system (Miles, NCIC, NLETS) and is required to possess the necessary training and security clearance for CJIS certification

· Remain in assigned area (Communications Room) for term of duty, with exception for established rest/relief periods.  A person in this position must be able to sit for long periods of time

· A person in this position is required to work past their normal hours when required to maintain communications and may only leave when properly relieved

· Routinely operate radio, telephone, teletype (computer), facsimile and other related equipment involved in communications and information transmission

· Monitor surveillance camera equipment and exercise-controlled access to the police department

· Logically interpret various verbal and written information/commands and apply to office and communications procedures and operations

· Speak clearly, fluently and concisely

· Possess knowledge of geographical and zoning characteristics of the City of Pocomoke, along with jurisdictional limits

· Answer phones and relay messages to police and management personnel

· Receive mail and other written information for distribution

· Provide assistance to walk-in public, providing directions and referrals

· Operate PC with word processing and data base programs

· In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full days work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for normal duty


Education and Experience:

	Must be 18 years of age or older, possession of a High School Diploma from an accredited school or GED Certificate.  Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state, meet all physical and mental requirements, and successfully complete a background investigation.  
	This job description is intended to describe the general motive and level of work being performed by the person(s) assigned to this position.  Principal duties and responsibilities are intended to describe those functions that are essential to the performance to their jobs, and “other” duties and responsibilities include those that are considered incidental or secondary to the overall purpose of the job.

	This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any job-related duty as requested by the Chief of Police, Captain, Administrative Lieutenant, Patrol Commander, or Shift Supervisor.[image: ]






























POCOMOKE CITY POLICE
JOB DESCRIPTION


Administrative Assistant / Records Clerk

Reports to:		Captain / Chief of Police 
Department:		Accounts Payable / Records Clerk 	
Classification:		Administration (Exempt)

							
Summary of Principal Duties & Responsibilities

	This position is responsible for Accounts Payable, Record Management of the Pocomoke City Police Department to ensure efficient operation, to include but not limited to the listed Duties and Responsibilities. Work is performed under the direction of the Captain and/or Chief of Police. Review is made by evaluation of accomplishments, ability to meet deadlines and the effectiveness of supervision given to continuing projects and special assignments.

Duties & Responsibilities: 

· Maintains record/case files of the department as required.
· Prepares Purchase Orders and Oversees accounts payable
· Makes all travel arrangements and hotel accommodations for personnel attending training or classes as authorized by the Captain, or Chief of Police.
· Oversees Community event programs to include the Children’s Christmas Event, Back to School Picnic, National Night Out.
· Designee for the department crime reporting system. 
· Maintain employee addresses, phone numbers and other information.
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· File juvenile and adult logs
· Complete all Arrest folders and file
· Criminal records audit process to include Juvenile Arrest, Adult Arrest and Criminal History’s 
· Send and receive all mail to include certified
· Racial profiling auditing reports (yearly) 
· Oversees Expungement Process
· Maintain and Logging court subpoenas
· Prepare files for court dates
· Assist in updating departmental forms as needed
· NIBRES and UCR data entry
In addition to the above, this employee is required to:

· Be at work on time
· Be available for work
· Give a full day of work
· Be positive in response to directions
· Learn present and new jobs
· Adjust to changes
· Get along with others
· Know and follow rules
· Be physically and mentally fit for normal duty


Education and Experience:

	[image: ]Possession of a High School Diploma from an accredited School or GED Certificate. Possess a current motor vehicle driver’s license in their state of residency without suspension in the state of Maryland or the presence of a significant violation history in any state. Applicant should have proven administrative experience and knowledge of office management systems and procedures.  Possess excellent time management skills with the ability to multi-task and prioritize work.  Possess attention to detail and problem-solving skills.  Provide excellent written and verbal communication skills.  Use strong organizational and planning skills and should be proficient in MS Office. Ability to operate and have excellent working knowledge of automated office procedures.  





      All sworn officers will undergo a mental health screening every (2) years as required by the Maryland Police Training and Standards Commission. This will be completed every odd year.

	In addition, all sworn officers will be required to complete an annual physical fitness test. This test will require sworn staff to participate in the listed physical agility job related tasks. The job-related tasks for this test are as follows:
[bookmark: _GoBack]
Physical Agility Test
	
1. The officer will be required to climb over a barrier;

2. The officer will pull / drag a 150lb individual at least 15 feet;
 
3. The officer will demonstrate the ability to run for a distance of at least 300 feet;

4. The officer will demonstrate the ability to run up and down two (2) flights of stairs.


      PCPD form 012 will be completed and placed in each sworn employee’s personnel file and a copy will be kept in a training binder by the Patrol Lieutenant. 
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