








































































































































































CITY OF ONALASKA 
 
Position:   Administrative Manager Department: Police Department 
Incumbent:     Supervisor: Chief of Police 
Location:    Police Department Classification:  Exempt 
Page:    1 of 3 
 
Approved by F & P Committee:  1/3/2007, 1/7/09      
Approved by Council:  1/9/2007, 1/13/09      

Grade 15 

 
Under the administrative direction of the Chief of Police, an employee in this class performs a variety of 
confidential administrative tasks for the Chief of Police and/or the Assistant Chief and directs and 
supervises the clerical staff in the Police Department.  Work requires the exercise of initiative, 
independent judgment, and discretion in handling various duties.  Work is performed in an office setting. 
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Orders supplies, uniforms, and other equipment as needed for the entire Department.  Researches cost 

issues associated therewith, ensure the maintenance of Department equipment, and manage inventory 
control.  Purchases, reviews, and maintains inventorystock of office supplies, forms, and office 
equipment. Arranges for maintenance and repair of office equipment as needed or required. 

B. Manages and maintains DepartmentAssists in the management and maintenance of department budget 
records, including completion of annual budget forms, handling day to day issues involving the 
budget, and updating records and financial reporting activities. 

C. Assists in the development, administration, and monitoring of annual and long-range department goals 
for strategic planning. 

D. Assists in planning, developingment, and implementationing of policies and procedure that ensure 
efficient delivery of police service to the community. 

E. Provides input to the Chief in evaluating the performance of tasks related to fiscal, personnel, property, 
and records management in order to make such systems more efficient for the Department. 

F. Provide directionSupervises, schedules, trains, evaluates, and disciplines supervision to non-sworn 
department staff and crossing guards;.  of office clerical support, including  conveyings instructions 
and information from the Chief; . This position is in charge of evaluatinges performance subordinate 
positions, including recommendingand disciplines appropriately with the participation of the Chief. 

G. Provides administrative support to Chief of Police requiring a high degree of confidentiality, and 
knowledge of time sensitive prioritization. (including working with grievances, internal affairs and 
disciplinary actions). 

H. Reviews and prioritizes incoming mail and correspondence for the administration; prepares responses 
and makes appropriate notifications.   

I. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-related 
work, as needed or requested.  The interdependency of operations is recognized and the abilities and 
skills exist to do other work as needed or requested.  

 Provide direction and supervision of the Crossing Guard Program including assignments, training, 
and staffing.  This position is in charge of hiring and recommending discipline appropriately with the 
participation of the Chief. 

J. Responds to all open records requests within the timeframe specified by law.  This includes but is not 
limited to: contacting requestors for clarification, researching all requests, performing record searches 
for pertinent information, documenting redactions using redaction software, working with the 
Assistant Chief/Professional Standards Sergeant on requests that involve video, preparing all 
responses to open record requests and maintaining files involving open records requests.  

 Assist, support, participate and cooperate with any community related events (i.e. National Night Out, 
Citizen’s Police Academy, etc.) 

 Other duties as required or assigned.  
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Grade 15 

RELATED JOB FUNCTIONS: 
A. Assists in the planning, support, and fundraising of police department related community events (i.e. 

National Night Out, Citizen’s Police Academy, etc.). 
B. Manages, changes, and reviews any additions, changes, and deletions on the police department’s web 

pages.   
C. May assist as a member of the City’s Emergency Operations Team and is responsible for emergency 

management tasks as assigned. 
D. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects as scheduled or requested.  This is a recognized and accepted part of being a member 
of the administrative support staff. 

A.E. Performs other duties as needed or assigned. 
 
REQUIREMENTS OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES): 
A. Ability to maintain a professional demeanor; have the ability to calmly approach and solve problems 

under stressful circumstances; maintain and promote harmony in the workplace; ability to concentrate 
for extended periods of time; and be flexible. 

B. Ability to analyze and categorize data and information in order to determine the relationship of the 
data with reference to established criteria/standards.   

C. Ability to count, differentiate, measure, assemble, compile, copy, record and transcribe complex data 
and information while maintaining the requisite confidentiality as necessitated.  Ability to classify, 
compute and tabulate data.  Ability to add, subtract, multiply, divide, and calculate percentages, 
fractions and decimals. 

D. Skill in handling difficult and complex office situations and discretion in maintaining confidentiality. 
E. Excellent computer skills; including Microsoft Word, Excel and Access; Eexcellent typing and 

dictation skills. 
F. Excellent oral and written communication skills,. using proper English language skills. 
G. Ability to coordinate and maintain complex records and files; prepares reports from such information; 

excellent organizational skills.  Ability to maintain records and files and prepare reports from such 
information; excellent organizational skills. 

H.G. Knowledge of municipal government structure; rules of conduct, policies/procedures and bargaining 
unit agreements. 

I.H. Ability to operate a variety of office equipment including;  computer terminal, typewriter, multi-line 
telephone, fax machine, calculator/adding machine, and photocopier. 

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Associate’s Degree as a paralegal, office manager, records management or related program; and four 

(4) years’ experience in an office setting required, or equivalent combination of education and 
experience.   

B. Three (3) to five (5) years’ experience in an office setting required.  
C. A minimum of Tthree (3) years supervisory experience or experience directing and coordinating the 

work of others required.  
B.D. Valid driver’s license required. 
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PHYSICAL REQUIREMENTS: 
A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training, such as rapid keyboard use. 
B. Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, 

carrying, pushing and pulling.  Ability to sustain prolonged visual concentration. 
C. Reaches shoulder height frequently,  as well as reaches and  above and below shoulder height 

occasionally. 
D. Occasional bending, twisting, turning, stooping, and climbing up and down stairs. 
E. Occasionally lifts and carries less than (50) pounds. 
F. Pushes and pulls office equipment up to (30) pounds. 
D.G. Large percentage of time is spent talking, hearing, speaking and using near and far vision. 
E.H. Seventy-five (75%) percent of workday spent sitting. 
F.I. Fifteen (15%) percent of work day spent walking. 
G.J. Ten (10%) percent of workday is spent standing. 
H.K. All percentages above could vary, depending upon duties performed that day. 
 
 
 
                                  Percent of 8 Hour Day 
 67 – 100 

Consistently 
34 – 66 

Frequently 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary  0 – 10# max •     
Light Freq. to 10# -20#max  •    
Medium   Freq. to 25#-50# max   •   
Heavy  Freq. to 50#-100# max    •  

Very Heavy Freq. 50+# - 100+# max    •  
 
 
_________________________________________                                    __________________________ 
Signature of Employee        Date 
 
_________________________________________                                    __________________________ 
Signature of Employer       Date  
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The Assistant Chief performs at a highly skilled professional level and is considered an upper 
level/command position.  In this role the Assistant Chief performs such tasks of an administrative or 
investigative nature as directed by the Chief of Police.  The Assistant Chief will be held accountable for 
the accomplishments of the Onalaska Police Department Mission.  This position has significant 
managerial authority and responsibility to assist in the determination of the organizational response to a 
variety of law enforcement needs and make modifications as conditions dictate. 
 
ESSENTIAL JOB FUNCTIONS: 
The Assistant Chief shall have command and management responsibility, under the general direction and 
supervision of the Police Chief.  Any one position may not include all the duties listed, nor do the 
examples listed in their relative order of importance include all the duties that may be found in positions 
of the like.  Other duties may be required and assigned. 
A. Functions as second in command of the police department and is the commanding officer in the 

absence of the Chief.  
B. Is responsible for all line functions of the police department; including patrol division and criminal 

investigations. 
C. Assists in the development, administration and monitoring of annual and long-range departmental 

goals.  Develops and supports programs that are consistent with the goals and objectives of the 
Onalaska Police Department and its strategic plan. 

D. Provides control and standardization of all the operational procedures, including but not limited to:  
man power allocation, scheduling, staffing, and organization, methods of patrol, patrol coverage, and 
special patrol coverage. 

E. Prepares, collects, and reviews timesheets bi-weekly to ensure payroll is accurate for the department 
and proper hours are recorded, including sick, vacation, and medical leave, etc. appropriately.  

F. Processes and maintains training records, including but not limited to: scheduling, lodging, 
transportation, contracting with training sites, and ensuring proper completion of City forms.  All 
costs associated herewith must be in compliance with all City of Onalaska and department policies. 

G. Assists in the planning, development, and implementation of policies and procedures that ensure 
efficient delivery of police services to the community. 

H. Prepares, coordinates, and activates operational plans and orders, reviews plan orders from 
subordinates and recommends priorities for allocation critical resources of the department. 

I. Provides input to the Chief in evaluating the performance of tasks related to fiscal management, 
property, personnel, and records management. 

J. Plans, coordinates, and provides budget preparation information for all operations of the department. 
K. Responsible for processing of internal/citizen complaints of officers under his/her direction and 

makes recommendations for appropriate action and disposition. 
L. Provides personnel recommendations relative to hiring, promotion, transfer, discipline, 

commendations, and discharge, to the Chief of Police, Human Resources, and the Police and Fire 
Commission as appropriate.   

M. Supervises and evaluates first-line supervisors, and conveys instructions and information from the 
Chief. 

N. In the absence of the Chief, supervises and evaluates investigative staff, reviews reports and assigns 
cases to investigators for follow up as needed.    

O. Oversees and manages the evidence process to ensure chain of custody. 

Grade 24 
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P.N. Prepares and maintains Oversees the patrol schedule to ensure sufficient staffing levels to meet 
the daily and special needs of the City.  This includes granting and/or denying vacation and holiday 
requests, which requires knowledge of relevant employment and /or labor laws, including knowledge 
of all relevant collective bargaining agreements.  Reviews and approves assignments of personnel by 
sergeants and order changes in assignments as necessary.  He/She is authorized to transfer officers 
temporarily from one shift to another to assure a distribution of the workforce in proportion to the 
work load on each shift and in compliance with the collective bargaining agreement(s).  

Q.O. Observes procedures affecting the operation of the department and recommends changes 
designed to increase its effectiveness. 

R. Maintains the policy review schedule; updates and re-issues policies as directed.  
S.P. Assures that all members of the department comply with all standard operation procedures giving 

special attention to those failures that may jeopardize the safety of officers, citizens, and the 
reputation of the department. 

T.Q. Makes frequent inspections of the City of Onalaska at irregular times, noting all violations of 
laws and ordinances requiring police attention and takes the steps necessary to correct the 
irregularities.  Makes tours of inspection of on-duty officers at unusual hours to assure duties are 
properly being performed. 

U.R. Participates as needed or requested at civic-related meetings, citizen inquiries, speeches and 
interviews; coordinates ride-a-longs and other public relations duties as assigned by the Chief. 

V.S. Represents the department at Common Council and/or committee meetings as needed to 
explain/justify requests and provide information on other topics or situations related to the police 
department. 

W.T. Identifies and addresses critical situations/circumstances that may require law enforcement 
intervention.  Responds as needed to critical incidents/accidents so as to assume operational 
command and/or control. This includes responsibilities as required within the City Of Onalaska 
Emergency Operations Plan. 

X.U. Assists in the administration of discipline and grievance processes within the Police Department. 
Y. Orders supplies, uniforms, and other equipment as needed for the entire Department.  

Researches cost issues associated therewith, ensures the maintenance of Department 
equipment, and manages inventory control.   

V. Performs other duties as needed or assigned. 
 

 
RELATED JOB FUNCTIONS: 
A. Acts as a member of the City’s Emergency Operations Team and is responsible for emergency 

management tasks as assigned. 
B. Orders supplies, uniforms, and other equipment as needed for the entire Department.  Researches cost 

issues associated therewith, ensures the maintenance of Department equipment, and manages 
inventory control.   

B.C. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-
related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested.  

C.D. Other duties as required or assigned. 
 
REQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES):  
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A. Knowledge of the techniques, objectives, and technology of modern police procedures and practices. 
B. Knowledge of ordinances, statutes, and laws and their interpretation. 
C. Knowledge of police powers. 
D. Ability to effectively plan and supervise officers and policy department administration. 
E. Ability to direct the work of various operation units to provide effective leadership including; 

teamwork directing, planning, and assigning. 
F. Ability to prepare requested reports and records necessary for the effective and efficient operation of 

the Onalaska Police Department. 
G. Ability to express ideas clearly and concisely both orally and in writing; ability to pay attention to 

detail. 
H. Excellent computer skills; advanced knowledge of Microsoft Office products; ability to quickly learn 

new software and other technology. 
I. Ability to exercise sound judgment and discretion in developing and interpreting department policies 

and procedures. 
J. Ability to work effectively with other city departments and with private groups. 
K. Knowledge of police department budgets and the budgeting process. 
L. Ability to operate a variety of office machines, including: computer, phone/mobile phone, adding 

machine, fax machine, and copier.  
M. Ability to maintain a professional demeanor; calmly approach and solve problems under stressful 

circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible. Must have patience in dealing with people. 

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Four (4) year Bachelor’s Degree preferred from an accredited College or University; six (6) years’ 

experience as a police officer with a minimum of three (3) years road experience and five (5) years in 
a supervisory role in a law enforcement agency.   

B. Certified by the State of Wisconsin Law Enforcement Standards Board. 
C. Valid driver’s license required. 
 
PHYSICAL REQUIREMENTS:  
A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training. 
B. Ability to exert variable physical effort from sedentary to very heavy physical demands.  May 

involve some lifting, carrying, pushing and pulling.  
C. Reaches shoulder height and above and below shoulder height frequently . 
D. Occasional bending, stooping, climbing up and down stairs. 
E. Ability to sustain prolonged visual concentration 
F. Seventy-five (75%) percent of workday spent sitting. 
G. Fifteen (15%) percent of work day spent walking. 
H. Ten (10%) percent of workday is spent standing. 
I. Moderate, short, to intermittent use of force with subjects and ability to react with sudden 

movements which may involve heavy to very heavy demands.  
J. Walking, running, jumping, dodging obstacles, climbing, crawling, dragging, pushing/pulling 

objects or people. 
K. All percentages above could vary, depending upon duties performed that day. 
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Percent of 8 Hour Day 
 67 – 100 

Consistent 
34 – 66 

Frequent 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary 0 – 10# max x    
Light Freq. to 10# -20#max  x   
Medium Freq. to 25$-50# max   x  
Heavy Freq. to 50#-100# max    x 
Very Heavy  Freq. over 50+# - 100+#     x 

 
      
 
___________________________________  ________________________________ 
Signature of Employee                                 Date    
 
 
___________________________________  ________________________________ 
Signature of Employer                                Date    
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An employee in this class serves as a first line supervisor responsible for directing the daily field activities 
of the patrol force.  This individual coordinates, directs, schedules, supervises and monitors the activities 
of an assigned unit (shift) in general law enforcement, investigative community services or administrative 
operations, prepares special reports and assignments and assists in creating/meeting department goals and 
objectives.  Work is performed under the general supervision of the Assistant Police Chief and/or Chief of 
Police.  This position is held by a sworn Police Officer and thus must possess all of the knowledge, skills 
and abilities of that position. 
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Provides supervision, coordination and monitoring of patrol officers.  This includes but is not limited 

to reviewing paperwork, monitoring field performance, scheduling and conducting line up.  Performs 
all duties of a sworn police officer. 

B. Inspects and maintains necessary equipment on a regular basis; re-stock supplies/inventory. 
C. Monitors radio traffic for proper responses and dispositions; and assists as necessary. 
D. Provides clear and effective communications to the public, employees; acts as a resource to patrol 

officers and co-workers. 
E. Supervises, trains,  and evaluates Community Services Personnel (Investigators, PSL, and DARE 

officer) and Police Reserve Program; conveys instructions and information from the Assistant Police 
Chief and/or Police Chief.  

F. Prepares and maintains the patrol schedule to ensure sufficient staffing levels to meet the daily and 
special needs of the city.  The includes granting and/or denying vacation and holiday requests, which 
require knowledge of relevant employment and/or labor laws, including knowledge of all relevant 
collective bargaining agreements.  

E.G. Serves as a Police Information Officer (PIO) handling media-related calls, emails and inquiries; 
acts as the contact for tours and other public informational gatherings.  (Plans, organizes, fundraises, 
and Assist, supports, participate and cooperate with any police department community related events 
(i.e. National Night Out, Citizen’s Police Academy, etc.) 

F.H. Prepares and maintains all required records and reports including statistical data and 
interdepartmental correspondence; assists in ensuring compliance in accurate report writing and 
grammar by police officers; maintains knowledge and abilities with computer programs and systems. 

G.I. Serves as Field Training Officer (FTO) Coordinator by developing, implementing and administering 
training programs for officers according to department and legal guidelines; assist and lead FTO 
Officers in the training and evaluation of new officers; lead by example and ensure appropriate follow 
through  to remedy deficiencies.   

H.J. May aAssist with walk-ins complaints in the department. 
I.K. Conducts staff/shift meetings to establish and monitor goals and to receive and/or provide input on 

current activities. 
J.L. Assumes the role of ‘officer in charge’ for major crime scenes.   
K.M. Responds to citizen complaints; serves as lead on conducting internal and general investigations 

in collaboration with the Assistant Chief and Chief of Police.   
L.N. Investigates incidents involving personal injury to employees or damage to City property. 
M.O. Completes thorough background investigations on all police and firefighter contingent hires 

according to department and legal guidelines.   
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P. Serves as leader in training sworn staff; perform train-the-trainer sessions ensuring presentations are 

accurate, effective and allow for participant questions; assist inexperienced instructors with coaching 
and mentoring. 

Q. Prepares, maintains, submits In charge of police department grants, including the application, 
implementation, tracking and completion of the grants.  

N.R. Oversees and manages the evidence process to ensure chain of custody. 
O.S. Assist in fulfilling open records requests involving evidentiary audio, video, photos, squad video, 

etc. 
 
RELATED JOB FUNCTIONS: 
A. Conduct performance evaluations of patrol officers providing feedback to enhance the skill of the 

officer. 
B.A. Be available for “on-call” status when scheduled. 
C.B. Provide support to patrol officers as needed or requested; conduct calls for service and self-

initiated activity. 
D.C. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested, including uniformed support.  
Assistance is given to others and special projects completed as scheduled or requested.  This is a 
recognized and accepted part of being a member of the Onalaska Police Department. 

E.D. Other duties as required or assigned. 
 
REQUIREMENT OF WORK (KNOWLEDGE, SKILLS AND ABILITIES): 
A. Considerable knowledge of modern principles, practices and methods of criminal investigation and 

identification, patrol, intelligence, traffic control, police administration, organization and operation.  
B. Considerable knowledge of federal, state and local laws and ordinances, departmental rules, 

regulations and policies.  
C. Excellent interpersonal and training skills; aAbility to deal with the public, media, and employees in 

an effective, efficient, and professional manner, protecting individual’s rights and human dignity.  
D. Ability to supervise and direct staff members tactfully and impartially.  
E. Excellent communication skills; Aability to understand and execute complex oral and written 

instructions and ability to communicate orally and in writing in an effective and efficient mannerto 
create the desired end result.  

F. Excellent computer and organizational skills; Aability to work independently to a successful 
conclusion on special projects assigned.  

G. Ability to take control of situations, dictating employee activities in a responsible manner.  
H. Ability to plan activities, goals and objectives of staff members and the department and monitor 

compliance to same as dictated by department policy.  
I. Ability to perform all functions required for the classification of Police Officer.  
J. Skill in the operation of departmental equipment including, but not limited to, word processing, office 

equipment (e.g. copy machine, calculator, fax machine, etc.), files, computers, phones, radios, , 
firearms, mobile data terminals (MDT), tactical equipment, etc.  

K. Knowledge of how to use medical apparatus/equipment: first aid equipment, electronic monitoring 
equipment, patient transport apparatus (spine board, stretcher, etc.), and Automated External 
Defibrillators (AED). 
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L. Ability to maintain a professional demeanor; calmly approach and solve problems under stressful 

circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible. 

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. The position of Professional Standards Sergeant requires permanent department status, at least three 

(3) years’ experience in the classification of Sergeant, experience in administrative supervisory 
procedures or technical training in related fields beyond the high school level, or any equivalent 
combination of experience and training which provides the following minimum knowledge, abilities 
and skills.  

B. Certified by the State of Wisconsin Law Enforcement Standards Board. 
B.C. Excellent computer and organizational skills. 
C. Excellent interpersonal and training skills. 
D. Valid driver’s license required.  
 
PHYSICAL REQUIREMENTS:  
A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training. 
B. Ability to exert variable physical effort from sedentary to very heavy physical demands.  May involve 

some lifting, carrying, pushing and pulling.  
C. Reaches to shoulder height and above and below shoulder height frequently. . 
D. Occasional bending, stooping, climbing up and down stairs. 
E. Ability to sustain prolonged visual concentration 
F. Seventy-five (75%) percent of workday spent sitting. 
G. Fifteen (15%) percent of work day spent walking. 
H. Ten (10%) percent of workday is spent standing. 
I. Moderate, short, to intermittent use of force with subjects and ability to react with sudden movements 

which may involve heavy to very heavy demands.  
J. Walking, running, jumping, dodging obstacles, climbing, crawling, dragging, pushing/pulling objects 

or people. 
K. All percentages above could vary, depending upon duties performed that day. 
 

Percent of 8 Hour Day 
 67 – 100 

Consistent 
34 – 66 

Frequent 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary 0 – 10# max     
Light Freq. to 10# -20#max     
Medium Freq. to 25$-50# max     
Heavy Freq. to 50#-100# max     
Very Heavy  Freq. over 50+# - 100+#      
 
 
_________________________________________                                    __________________________ 
Signature of Employee        Date 
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Signature of Employer       Date  
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An employee in this class serves as a first line supervisor responsible for directing the daily field activities 
of the patrol force.  This individual coordinates, directs, schedules, supervises and monitors the activities 
of an assigned unit (shift) in general law enforcement, investigative or administrative operations, prepares 
special reports and assignments and assists in creating/meeting department goals and objectives.  Work is 
performed under the general supervision of the Assistant Police Chief and/or Chief of Police.  This 
position is held by a sworn Police Officer and thus must possess all of the knowledge, skills and abilities 
of that position. 
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Provides supervision, coordination and monitoring of patrol officers.  This includes but is not limited 

to reviewing paperwork, monitoring field performance, scheduling and conducting line up and 
performing line inspections on employees on a quarterly basis.  Performs all duties of a sworn police 
officer.  

B. Inspects and maintains necessary equipment on a regular basis; re-stock supplies/inventory. 
C. Monitors radio traffic for proper responses and dispositions; and assists as necessary. 
D. Provides clear and effective communications to the public, media, employees and acts as a resource to 

patrol officers and co-workers. 
E. Prepares and maintains all required records and reports including statistical data and 

interdepartmental correspondence.; assists in ensuring compliance in accurate report writing and 
grammar by police officers; maintains knowledge and abilities with computer programs and systems. 

F. Develops, implements and administers training programs for patrol officers.  Designs programs to 
remedy deficiencies.   

G. Conducts staff/shift meetings to establish and monitor goals and to receive and/or provide input on 
current activities. 

H. Assumes the role of ‘officer in charge’ for major crime scenes.   
I. Responds to citizen complaints; conducts internal and general investigations as directed by the Chief 

of Police or designee.   
J. Investigates incidents involving personal injury to employees or damage to City property. 
J.K. Ensures sufficient staffing levels to meet the daily and special needs of the City.  This includes 

granting and/or denying vacation and holiday requests, which requires knowledge of relevant 
employment and /or labor laws, including knowledge of all relevant collective bargaining agreements.  
Reviews and approves assignments of personnel by professional standards sergeants and orders 
changes in assignments as necessary.  He/She is authorized to transfer officers temporarily from one 
shift to another to assure a distribution of the workforce in proportion to the work load on each shift 
and in compliance with the collective bargaining agreement(s). 

 
RELATED JOB FUNCTIONS: 
A. Conducts performance evaluations of patrol officers providing feedback to enhance the skill of the 

officer. 
B. Be available for “on-call” status when scheduled. 
C. Provides support to patrol officers as needed or requested; conduct calls for service and self-initiated 

activity. 
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D. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested.  

E. Other duties as required or assigned. 
 
REQUIREMENT OF WORK (KNOWLEDGE, SKILLS AND ABILITIES): 
A. Considerable knowledge of modern principles, practices and methods of criminal investigation and 

identification, patrol, intelligence, traffic control, police administration, organization and operation.  
B. Considerable knowledge of federal, state and local laws and ordinances, departmental rules, 

regulations and policies.  
C. Excellent interpersonal and training skills; Aability to deal with the public, media and employees in 

an effective, efficient, and professional manner, protecting individual’s rights and human dignity.  
D. Ability to supervise and direct staff members tactfully and impartially.  
E. Excellent communication skills; Aability to understand and execute  complex oral and written 

instructions and ability to communicate orally and in writing in an effective and efficient mannerto 
create the desired end result.  

F. Excellent computer and organizational skills; aAbility to work independently to a successful 
conclusion on special projects assigned.  

G. Ability to take control of situations, dictating employee activities in a responsible manner.  
H. Ability to plan activities, goals and objectives of staff members and the department and monitor 

compliance to same as dictated by department policy.  
I. Ability to perform all functions required for the classification of Police Officer.  
J. Skill in the operation of departmental equipment including, but not limited to, word processing, office 

equipment (e.g. copy machine, calculator, fax machine, etc.), files, computers, phones, radios , 
firearms, mobile data terminals (MDT),tactical equipment, etc. 

K. Knowledge of how to use medical apparatus/equipment: first aid equipment,  and Automated External 
Defibrillators (AED). 

L. Ability to maintain a professional demeanor; calmly approach and solve problems under stressful 
circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible.  

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. The position of Sergeant requires permanent department status, at least five (5) years’ experience in 

the classification of Police Officer, experience in administrative supervisory procedures or technical 
training in related fields beyond the high school level, or any equivalent combination of experience 
and training which provides the following minimum knowledge, abilities and skills. 

B. Completion of a recognized supervisory course within 6 months of appointment or as soon as 
practical. 

C. Certified by the State of Wisconsin Law Enforcement Standards Board. Excellent computer and 
organizational skills. 

D. Excellent interpersonal and training skills. 
E. Valid driver’s license required.  
 
PHYSICAL REQUIREMENTS:  
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A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training. 
B. Ability to exert variable physical effort from sedentary to very heavy physical demands.  May involve 

some lifting, carrying, pushing and pulling.  
C. Reaches to shoulder height and above and below shoulder height frequently. 
D. Occasional bending, stooping, climbing up and down stairs. 
E. Ability to sustain prolonged visual concentration 
F. Seventy-five (75%) percent of workday spent sitting. 
G. Fifteen (15%) percent of work day spent walking. 
H. Ten (10%) percent of workday is spent standing. 
I. Moderate, short, to intermittent use of force with subjects and ability to react with sudden movements 

which may involve heavy to very heavy demands.  
J. Walking, running, jumping, dodging obstacles, climbing, crawling, dragging, pushing/pulling objects 

or people. 
K. All percentages above could vary, depending upon duties performed that day. 
 
 

Percent of 8 Hour Day 
 67 – 100 

Consistent 
34 – 66 

Frequent 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary 0 – 10# max     
Light Freq. to 10# -20#max     
Medium Freq. to 25$-50# max     
Heavy Freq. to 50#-100# max     
Very Heavy  Freq. over 50+# - 100+#      
 
 
_________________________________________                                    __________________________ 
Signature of Employee        Date 
 
_________________________________________                                    __________________________ 
Signature of Employer       Date  
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This position is under the general supervision of the Chief of PoliceProfessional Standards Sergeant.  The 
Investigator is responsible for the investigation and prosecution of felonies, thefts, frauds, burglaries, 
check cases, aggravated assaults and other such misdemeanors that require further investigation.  This 
position works closely with the Patrol Division, other area law enforcement agencies and the general 
public. This position requires the ability to work on a flexible schedule, including weekends and holidays 
as the case load demands.  This position is held by a sworn Police Officer and thus must possess all of the 
knowledge, skills and abilities of that position.   
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Investigates promptly and diligently all crimes utilizing all available resources.  Upon receipt of the 

case, immediately interviews (utilizing modern interrogation and interview techniques), the 
complainant(s), victim(s), and any witnesses.  When any person is interviewed, identify him/her self 
properly before asking any questions. 

B. Completes reports on all investigations and activities, either pending or completed, in a timely 
manner and in accordance with department policy. 

C. Provides reports, photos and other crime related data/information to the proper authorities as dictated 
by the situation and pending charges.  Ensures that the same information is available to other 
members of the investigative unit and department. 

D. Cooperates fully with area law enforcement agencies.  Performs investigations for area law 
enforcement agencies and provides criminal records and other information to them as requested, 
where such action does not conflict with any investigation being conducted by the Onalaska Police 
Department.  In addition, be prepared to aid them in the apprehension of suspects or offenders, and 
generally act as a liaison between this department and all similar units in other law enforcement 
agencies.   

E. Keeps the Chief and the Assistant Chief necessary staff informed of the progress of investigations and 
requests additional instructions when further progress appears impossible.  Communicates any 
additional information uncovered, which relates to criminal activity beyond the scope of the present 
investigation.   

F. Submits a written report of activities regarding cases to the Chieftheir supervisor as required by 
procedure. 

G. Responsible for following-up on all cases until there is a final disposition or the case is declared 
inactive.   

H. Periodically contacts the complainant(s) or victim(s) to apprise him or her of the state of the 
investigation. 

I. Responsible for making notes in reports when a Patrol Officer renders exceptional assistance in order 
that the officer rendering such assistance may receive credit for his/her efforts. 

J. Serves as the evidence custodian for the police department; responsible for the receipt of processed 
evidence and maintains such evidence under direct control until such time it is released for 
presentation to court.  The chain of evidence shall be maintained at all times.  

K. Meets periodically with other investigators and other members of the Police Department to coordinate 
work.   



 
CITY OF ONALASKA 

 
Position:    Investigator Department:    Police Department 
Location:    Police Department Supervisor:   Chief of PoliceProfessional 
Standards Sergeant 
Page:    2 of 4 Classification:    Union Hourly Non-Exempt 
 
Approved by Police & Fire Commission: 1/10/02, 5/15/07  
Approved by Finance & Personnel Committee: 5/2/07, 12/2/09, 4/6/16    
Approved by Council:  2/12/02, 5/8/07, 12/8/09, 4/12/16  
L. Responsible for periodically purging the evidence records, to maintain accounting of evidence 

forwarded to other agencies, laboratories for examination; or that is being held in court following 
trials or while appeals may be pending and ultimately ascertaining that appropriate disposition is 
made of evidence on court order, returned to legal owner or sold at a public auction. 

M. Tracks and records developing patterns of crimes, suspicious activities, etc. in order to apprehend 
violators; creates and maintains intelligence files in order to anticipate (when possible) criminal 
movement.  Prepares accurate and timely new releases to alert citizens and the surrounding 
communities of criminal activities, safeguards, and precautions.   
 

RELATED JOB FUNCTIONS: 
A. Provides support to patrol officers as needed or requested. 
B. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested.  

C. Other duties as required or assigned. 
 
REQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES): 
A. Demonstrated ability to conduct complex investigations and interrogations/interviews. 
B. State of Wisconsin Law Enforcement Board Certification as a Police Officer. 
C. Knowledge and skill in current investigative and interrogation/interview techniques. 
D. Ability to establish and maintain effective working relationships with the public, law enforcement 

officers, outside agency representatives, informants, etc. 
E. Ability to work independent of direct supervision in an effective and efficient manner, adhering to 

department policies and federal and state laws. 
F. Ability to write complete, comprehensive, and accurate reports on complex investigations. 
G. Excellent problem solving and resolution abilities.   
H. Ability to accurately and completely process crime scenes according to department and legal 

guidelines; ability to process evidence and maintain evidence rooms. 
I. Excellent communication skills; Aability to understand and execute complex oral and written 

instructions; ability to communicate orally and in writing in an effective and efficient manner. 
J. Ability to count, differentiate, measure, assemble, copy and record data and information.  Ability to 

classify, compute and tabulate data.  Ability to add, subtract, multiply and divide, and calculate 
percentages, fractions and decimals. 

K. Excellent communication skills; both oral and written, using proper English language skills. 
L. Ability to maintain records and files and prepare reports from such information; excellent 

organizational skills. 
M. Ability to use appropriate discretion, independent of direct supervision, adhering to department 

policies, and federal and state law. 
N. Ability to demonstrate initiative and tenacity in order to actively influence events, rather than 

passively accepting results of the actions of others.  
O. Ability to exhibit good judgment in resolving conflicts among disparate individuals and groups.  
P. Ability to demonstrate and exemplify personal characteristics of professionalism.  
Q. Ability to perform all functions required for the classification of Police Officer. 
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R. Skill in the operation of general departmental equipment and specialized investigative equipments; 

including but not limited to:  computers and associated hardware and software, office equipment, 
files, firearms, phones, copy & fax machines, mobile data terminals (MDT), etc. 

S. Skill in the operation of specialized investigative equipment to include but not limited to: surveillance 
equipment, alarms, etc. 

T. Ability to maintain a professional demeanor; calmly approach and solve problems under stressful 
circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible.   

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Minimum of five (5) years’ experience as a sworn Police Officer for the City of Onalaska.  
B. Experience with the current law, case decisions, search and seizure procedures, 

interrogations/interviews, surrounding the handling of suspects, crime scene control, and presentation 
of evidence as presented in court.  

C. Completion of investigator training within 6 months of appointment or as soon as practical. 
D. Valid State of Wisconsin dDriver’s Llicense required. 
 
PHYSICAL REQUIREMENTS:  
A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training. 
B. Ability to exert variable physical effort from sedentary to very heavy physical demands.  May involve 

some lifting, carrying, pushing and pulling.  
C. Reaches to shoulder height and above and below shoulder height frequently. 
D. Occasional bending, stooping, climbing up and down stairs. 
E. Ability to sustain prolonged visual concentration 
F. Seventy-five (75%) percent of workday spent sitting. 
G. Fifteen (15%) percent of work day spent walking. 
H. Ten (10%) percent of workday is spent standing. 
I. Moderate, short, to intermittent use of force with subjects and ability to react with sudden 

movements, which may involve heavy to very heavy demands.  
J. Walking, running, jumping, dodging obstacles, climbing, crawling, dragging, pushing/pulling objects 

or people. 
K. All percentages above could vary; depending upon duties performed that day. 
 

Percent of 8-Hour Day 
 67 – 100 

Consistent 
34 – 66 

Frequent 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary 0 – 10# max     
Light Freq. to 10# -20#max     
Medium Freq. to 25$-50# max     
Heavy Freq. to 50#-100# max     
Very Heavy  Freq. over 50+# - 100+#      

 
 
___________________________________  ________________________________ 
Signature of Employee                                 Date   
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Under the direction of the Chief of PoliceProfessional Standards Sergeant, an employee in this class 
works with school personnel to address youth related matters and is guided by Wisconsin Statutes, police 
department policies and Onalaska School District policies.  Duties are performed independently with 
direction from the appropriate Law Enforcement and School Administrative staff.  Work is usually 
performed in an office/school setting.  This position is held by a sworn Police Officer and thus must 
possess all of the knowledge, skills, and abilities of that position.  This is a limited term assignment at the 
discretion of the Chief of Police. 
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Reviews and prioritizes incoming correspondence and concerns; prepares responses and makes 

appropriate notifications and/or investigations. 
B. Attends, participates in and passes Gang Resistance Education and Training (GREAT) instructor 

training programs; develops, implements, and presents education relevant to GREAT programs by 
preparing lesson plans, teaching materials and scheduling of classroom activities; coordinate 
necessary supplies and equipment for activities. 

C. Teaches GREAT curriculum, spends time with students during recess, lunch and school activities; 
and serves as a liaison between the department, school and key personnel. 

D. Develops a rapport with students, parents, staff, school administration and the public to serve as a role 
model in developing relationship with the same.   

E. Provides resource information to students related to the judicial system. 
F. Investigates crimes where juveniles are either victims, witnesses or defendants; issues necessary 

citations/warnings, completes reports in a timely manner.  Provides assistance and support to 
department investigations as directed; conducts follow-up investigations on assigned cases involving 
students. 

G. Assists child protective services with investigations into child abuse, neglect, delinquency etc. as 
needed or assigned. 

H. Maintains complete records of daily activities including contacts, reports taken and tasks completed. 
I. Attempts to dispose of issues and matters or refers students to the appropriate person; and, if 

necessary, arranges for conferences and/or appointments with the appropriate staff/parents or agency.    
J. Fosters community-wide cooperation through liaison activities in the areas of crime control, 

prevention, and reporting. 
K. Assists in the supervision of the school grounds, co-curricular school activities and surrounding 

neighborhoods to deter and/or control criminal/juvenile activities. 
L. Recommends policy changes relative to juvenile population. 
M. Provides briefings to co-workers on the school liaison program, trends being formed by juvenile 

activities and crimes against juveniles;.  assists in the evaluation of the program. 
N. Develops, implements and presents education on crime prevention programs. 
O. Works with neighbors and businesses in the immediate area of schools who are experiencing 

school/youth related problems. 
P. Works with school administration, guidance and social workers in a team approach to provide best 

services to students.   
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RELATED JOB FUNCTIONS: 
A. Attends cyber-bullying task force meetings, quarterly county SRO meetings, weekly TAPS (team 

approach to problem solving) meetings, IEP/manifestation meetings with students and parents, and 
MDT meetings, as necessary. 

B. Oversees a mentorship program for high school students looking to go into law enforcement. 
C. Provides support to patrol officers as needed or requested; works as a patrol officer when school is 

not in session. 
D. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested.  

E. Other duties as required or assigned. 
 
REQUIREMENT OF WORK (KNOWLEDGE SKILLS AND ABILITIES): 
A. Ability to analyze and categorize data and information in order to determine the relationship of the 

data with reference to established criteria/standards.   
B. Excellent problem solving and resolution abilities.   
C. Ability to count, differentiate, measure, assemble, copy and record data and information.  Ability to 

classify, compute and tabulate data.  Ability to add, subtract, multiply and divide, and calculate 
percentages, fractions and decimals. 

D. Excellent communication skills; both oral and written, using proper English language skills. 
E. Ability to maintain records and files and prepare reports from such information; excellent 

organizational skills. 
F. Considerable knowledge of federal, Wisconsin Statutes and local ordinances related to Juvenile Code 

including but not limited to Chapter 48 and its sub-sections.   
G. Considerable knowledge of current court decisions on laws of arrest, search & seizure, and 

interrogations. 
H. Highly motivated and able to demonstrate a proactive attitude toward youth.   
I. Knowledge of current characteristics of elementary, middle school and high school youth. 
J. Ability to deal effectively and compassionately with children and adults. 
K. Knowledge and ability to conduct investigations (simple – complex) using modern investigative 

techniques and procedures in an effective and efficient manner.  
L. Knowledge and ability to use physical restraint and defensive tactics.  
M. Knowledge of municipal government structure; rules of conduct, policies/procedures and bargaining 

unit agreements.  
N. Ability to demonstrate initiative and tenacity in order to actively influence events, rather than 

passively accepting results of the actions of others.  
O. Ability to exhibit good judgment in resolving conflicts among disparate individuals and groups.  
P. Ability to demonstrate and exemplify personal characteristics of professionalism. 
Q. Ability to operate a variety of equipment including but not limited to: computers , copy  & fax 

machine phones,  radio, mobile data terminals (MDT), calculator . 
R.  Knowledge of how to operate law enforcement weapons: handgun, rifle/shotgun, baton, etc. 
S. Ability to attend and successfully complete the training for Juvenile Delinquency and other training 

requirements or requests.  
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T. Ability to maintain a professional demeanor; have the ability to calmly approach and solve problems; 

maintain and promote harmony in the workplace; ability to concentrate for extended periods of time 
and be flexible. 

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Minimum three (3) years’ experience as a patrol officer with the department.  
B. Completion of the GREAT instructor training within 6 months of appointment or as soon as practical.  
C. Certified by the State of Wisconsin Law Enforcement Standards Board. 
C.D. Valid driver’s license required. 
 
PHYSICAL REQUIREMENTS: 
A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training. 
B. Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, 

carrying, pushing and pulling.  Ability to sustain prolonged visual concentration. 
C. Reaches to shoulder height and above and below shoulder height frequently. 
D. Occasional bending, stooping, climbing up and down stairs. 
E. Seventy-five (75%) percent of workday spent sitting. 
F. Fifteen (15%) percent of work day spent walking. 
G. Ten (10%) percent of workday is spent standing. 
H. Walking, running, jumping, dodging obstacles, crawling, climbing, dragging, pushing/pulling objects 

of people. 
I. Moderate, short, to intermittent use of force with subjects and ability to react with sudden movements 

which may involve heavy to very heavy demands. 
J. All percentages above could vary, depending upon duties performed that day. 
 

Percent of 8 Hour Day 
 67 – 100 

Consistent 
34 – 66 

Frequent 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary 0 – 10# max     
Light Freq. to 10# -20#max     
Medium Freq. to 25$-50# max     
Heavy Freq. to 50#-100# max     
Very Heavy  Freq. over 50+# - 100+#      

 
______________________________________  ________________________________ 
Signature of Employee                                 Date    
 
______________________________________  ________________________________ 
Signature of Employer                                 Date  
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Under limited supervision, an employee in this class performs drug and gang prevention instruction, 
primarily to students in the primary and middle school age group.  This position is responsible for media 
relations, community education and crime prevention tasks for the department. Work is usually performed 
in an office/school setting.  This position is held by a sworn Police Officer and thus must possess all of 
the knowledge, skills and abilities of that position.  This is a limited term assignment at the discretion of 
the Chief of Police. 
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Attends, participates, and passes Drug Abuse Resistance Education (DARE) and Gang Resistance 

Education and Training programs (GREAT); develops, implements and presents education relevant to 
the DARE /GREAT programs by preparing lesson plans, teaching materials and scheduling of 
classroom activities; coordinates necessary supplies and equipment for activities. 

B. Teaches DARE and GREAT curriculum, spends time with students during recess, lunch and school 
activities; and serves as a liaison between the department, school and key personnel. 

C. Develops a rapport with students, parents, staff, school administration and the public to serve as a role 
model in developing relationships with the same.   

D. Provides long range planning for out-of-school field trips and summer programs.   
E. Maintains contact with all age groups, concentrating on grades 5 through 8 and visiting with lower 

level classes as time permits. 
F. Investigates crimes where juveniles are either victims, or witnesses, or defendants; issues necessary 

citations/warnings, completes reports in a timely manner.  Provides assistance and support to 
department investigations as directed; conducts follow-up investigations on assigned cases involving 
students. 

G. Assists child protective services with investigations into child abuse, neglect, delinquency etc. as 
needed or assigned. 

G.H. Maintains complete and accurate records of daily activities including contacts, reports taken and 
tasks completed. 

H.I. Prepares and presents information for school faculty, parents and other interested community groups. 
I.J. Fosters community-wide cooperation through liaison activities in the areas of crime control, 

prevention, and reporting as necessary. 
J.K. May assist in the supervision of the school grounds, co-curricular school activities and surrounding 

neighborhoods to deter and/or control criminal/juvenile activities. 
K.L. Attempts to dispose of issues and matters or refers students to the appropriate person; and, if 

necessary, arranges for conferences and/or appointments with the appropriate staff/parents or agency. 
L.M. Plans, organizes, Ccoordinates and supports community relations, media relations, and crime 

prevention relations such as: Neighborhood Watch, Citizen’s Police Academy, National Night Out, 
Santa’s List etc.. 

 
RELATED JOB FUNCTIONS:  
A. Provides support to patrol officers as needed or requested. 
B. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
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abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 
special projects completed as scheduled or requested.  

C. Other duties as required or assigned. 
 
 
REQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES): 
A. Knowledge of federal, state and local laws and ordinances; departmental rules, regulations and 

policies.  
B. Knowledge of current characteristics of elementary, middle school and high school youth. 
C. Highly motivated and able to demonstrate a proactive attitude toward youth. 
B. Ability to deal effectively and compassionately with children and adults. 
C. Knowledge and ability to conduct investigations (simple – complex) using modern investigative 

techniques and procedures in an effective and efficient manner.  
D. Knowledge and ability to use physical restraint and defensive tactics. 
E. Knowledge of municipal government structure; rules of conduct, policies/procedures and bargaining 

unit agreements. 
F. Ability to analyze and categorize data and information in order to determine the relationship of the 

data with reference to established criteria/standards.   
G. Excellent problem solving and resolution abilities.   
H. Ability to count, differentiate, measure, assemble, copy and record data and information.  Ability to 

classify, compute and tabulate data.  Ability to add, subtract, multiply and divide, and calculate 
percentages, fractions and decimals. 

I. Excellent communication skills; both oral and written, using proper English language skills. 
J. Ability to maintain records and files and prepare reports from such information; excellent 

organizational skills. 
K. Ability to understand and execute complex oral and written instructions; ability to communicate 

orally and in writing in an effective and efficient manner, and the ability to effectively use 
interpersonal communication. 

L. Ability to maintain confidentiality. 
M. Ability to demonstrate initiative and tenacity in order to actively influence events, rather than 

passively accepting results of the actions of others.  
N. Ability to exhibit good judgment in resolving conflicts among disparate individuals and groups.  
O. Ability to demonstrate and exemplify personal characteristics of professionalism.  
P. Skill in the care, use and handling of firearms and other weapons; skill in defensive driving 

techniques, both in routine and high-speed driving situations; skill in the techniques of physical 
restraint of violators and in defensive tactics. 

Q. Ability to speak to large groups in public; excellent public speaking skills.  
R. Ability to operate a variety of equipment, including but not limited to:  copy & fax machine, camera 

equipment, phones, first aid kits, radios, mobile data terminals (MDT), radar units, computers, 
calculator, etc. 

S. Ability to maintain a professional demeanor; calmly approach and solve problems under stressful 
circumstances; maintain and promote harmony in the workplace; concentrate for extended periods of 
time; and be flexible.  

 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. Minimum three (3) years’ experience as a patrol officer with the department.  
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B. Completion of the DARE/GREAT instructor training within 6 months of appointment or as soon as 

practical.  
C. Certified by the State of Wisconsin Law Enforcement Standards Board. 
C.D. Valid  driver's license required. 
 
 
 
 
PHYSICAL REQUIREMENTS:  
A. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training. 
B. Ability to exert variable physical effort from sedentary to very heavy physical demands.  May involve 

some lifting, carrying, pushing and pulling.  
C. Reaches to shoulder height and above and below shoulder height frequently. 
D. Occasional bending, stooping, climbing up and down stairs. 
E. Ability to sustain prolonged visual concentration. 
F. Seventy-five (75%) percent of workday spent sitting. 
G. Fifteen (15%) percent of work day spent walking. 
H. Ten (10%) percent of workday is spent standing. 
I. Moderate, short, to intermittent use of force with subjects and ability to react with sudden movements 

which may involve heavy to very heavy demands.  
J. Walking, running, jumping, dodging obstacles, climbing, crawling, dragging, pushing/pulling objects 

or people. 
K. All percentages above could vary, depending upon duties performed that day. 
 

Percent of 8 Hour Day 
 67 – 100 

Consistent 
34 – 66 

Frequent 
6 – 33 

Occasionally 
0 – 5 

Rarely 
Sedentary 0 – 10# max     
Light Freq. to 10# -20#max     
Medium Freq. to 25$-50# max     
Heavy Freq. to 50#-100# max     
Very Heavy  Freq. over 50+# - 100+#      

 
 
___________________________________  ________________________________ 
Signature of Employee                                 Date    
 
 
___________________________________  ________________________________ 
Signature of Employer                                 Date    
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Under the administrative direction of the Chief of PoliceAdministrative Manager, an employee in this 
class performs a variety of confidential clerical and administrative clerical tasks for the  Chief of Police 
and/or the  Police Administrative staff.    Work requires the exercise of initiative, independent judgment, 
and discretion in handling various duties.  Work is reviewed for accuracy and adherence to established 
procedure by the immediate supervisor but frequently no check is made of routine work.  Work is 
performed in an office setting. 
 
ESSENTIAL JOB FUNCTIONS: 
Any one position may not include all the duties listed, nor do the examples listed in their relative order of 
importance include all the duties that may be found in positions of the like.  Other duties may be required 
and assigned.   
A. Responds toAssists with all open records requests within the timeframe specified by law.  This 

includes but is not limited to: contacting requestors for clarification, researching all requests, 
performing record searches for pertinent information, documenting redactions using redaction 
software, working with the Assistant Chief/Professional Standards Sergeant on requests that involve 
video, preparing all responses to open record requests and maintaining files involving open records 
requests.  

B. Provides administrative support to Police Administrative staff requiring a degree of confidentiality 
and knowledge of time sensitive prioritization. 

C. Serves as back-up to clerical staff to provide telephone coverage and in processing paperwork and 
transcribing reports. Clerical support to staff. 

D. Assists with processing and mailing of notices for delinquent parking citations as needed, 
E. Assists with transcribing dictated reports as appropriate insuring that all timelines are met.  May 

create, edit, and publish special reports, including annual reports, quarterly reports, and monthly 
reports. 

F. Enters all depositions into the police department Records Management System prior to shredding the 
paper copies. 

G.F. Processes and proofreads administrative correspondence and reports for Chief, Assistant 
Chiefadministrative staff, and others as necessary, including confidential information and press 
releases.  Maintains records and/or files as needed  

H.G. May schedule meetings for Chief administrative staff and monitor calendars.  Coordinates 
meetings, creates agendas, minutes, reports, and prepares public hearing notices and distributes them 
to the media. 

I.H. Maintains policy review schedule; may update and re-issue policies as directed.   
J.I. Reviews and prioritizes incoming mail and correspondence; prepares responses and makes 

appropriate notifications.   
K.J. Answers telephones, provides information to inquiries, complaints and concerns, takes and relays 

messages or routes/refers calls to appropriate person or agency. 
L.K. Operates various office machines not limited to fax machine, copier, typewriter, multi-line 

telephone, calculator, dictating equipment, and PC with Microsoft Office as required of the position.  
May creates PowerPoint presentations for administrative staff as needed.   

 
RELATED JOB FUNCTIONS: 
A. Contributes to a cooperative working effort by demonstrating a willingness to perform other job-

related work, as needed or requested.  The interdependency of operations is recognized and the 
abilities and skills exist to do other work as needed or requested.  Assistance is given to others and 

Grade 6 
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special projects completed as scheduled or requested.  This is a recognized and accepted part of being 
a member of the office support staff. 

B. Performs other duties as needed or assigned. 
 
REQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES): 
A. Ability to maintain a professional demeanor; have the ability to calmly approach and solve problems; 

maintain and promote harmony in the workplace; ability to concentrate for extended periods of time 
and be flexible. 

B. Ability to analyze and categorize data and information in order to determine the relationship of the 
data with reference to established criteria/standards.   

C. Ability to count, differentiate, measure, assemble, copy and record and transcribe data and 
information.  Ability to classify, compute and tabulate data.  Ability to add, subtract, multiply and 
divide, and calculate percentages, fractions and decimals. 

D. Excellent typing and dictations skills. 
E. Excellent oral and written communication skills, using proper English language skills. 
F. Ability to maintain records and files and prepare reports from such information; excellent 

organizational skills. 
G. Knowledge of the laws governing open records, Wisconsin Statutes and court decisions relative to 

Law Enforcement issues.   
H. Ability to operate a variety of office equipment including but not limited to:  computer terminal, 

typewriter, multi-line telephone, fax machine, calculator/adding machine and photocopier. 
 
TRAINING, EXPERIENCE & OTHER REQUIREMENTS: 
A. High school diploma or equivalent required. 
B. Associate degree in Office Assistant or related program and two (2) to four (4) years’ experience in 

an office setting, or equivalent combination of education and experience.   
 
PHYSICAL REQUIREMENTS: 
A. Frequently sits at keyboard. 
B. Reads and writes. 
C. Frequent twisting. 
D. Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and 

training, such as rapid keyboard use. 
E. Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, 

carrying, pushing and pulling.  Ability to sustain prolonged visual concentration. 
F. Reaches to shoulder height frequently,  and above and below shoulder height occasionally. 
G. Large percentage of time is spent talking, hearing, speaking and using near and far vision. 
H. Occasional bending and stooping. 
I. Seventy-five (75%) percent of workday spent sitting. 
J. Fifteen (15%) percent of work day spent walking. 
K. Ten (10%) percent of workday is spent standing. 
L. All percentages above could vary, depending upon duties performed that day. 
 

Percent of 8 Hour Day 
 67 – 100 

Consistently 
34 – 66 

Frequently 
6 – 33 

Occasionally 
0 – 5 

Rarely 
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Sedentary 0 – 10# max •     
Light Freq. to 10# -20#max  •    
Medium Freq. to 25#-50# max   •   
Heavy  Freq. to 50#-100# max    •  
Very Heavy  Freq. 50+# - 100+# max    •  

 
_________________________________________                                    __________________________ 
Signature of Employee        Date 
 
_________________________________________                                    __________________________ 
Signature of Employer       Date  
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