City of Diamondhead
Police Administration -Administrative  Support


Purpose of Position
The position provides administrative assistance to the Chief of Police by serving as administrative support which requires an in-depth knowledge of the workings of the police functions and all issues which might affect the operations of Police Administrative functions of the city.

Essential Duties and Responsibilities
The Administrative Assistant shall work under the supervision and direction of the Chief of Police.
The Administrative Assistant shall perform general office, secretarial, data entry and clerical duties.
The Administrative Assistant shall be capable of preparing monthly statistical reports, UCR/NIBRS reports, and accreditation-related tasks as assigned by the Chief of Police.
The Administrative Assistant shall be capable of preparing and/or managing payroll, court scheduling and disposition, traffic cases, criminal cases, false alarms, crash reporting, permits, record expungements and related tasks.
The Administrative Assistant shall have excellent communication and organizational skills.
The Administrative Assistant shall be the first point of contact with the public and effectively communicate in person and by telephone.
The Administrative Assistant shall maintain confidentiality of all sensitive information and function as the confidential assistant to the Chief of Police.
The Administrative Assistant shall maintain a professional office decorum.
The Administrative Assistant shall possess working knowledge of Microsoft Office applications, records management systems, telephones, radios and related technology.
The Administrative Assistant shall complete all assignments diligently, professionally and in a timely manner.
The Administrative Assistant shall follow all applicable City of Diamondhead and Police Department policies, procedures, rules and regulations.
The Administrative Assistant shall be dedicated to achieving the mission, goals and objectives of the Police Department.
The Administrative Assistant shall be capable of prioritizing responsibilities and working independently on routine tasks.
The Administrative Assistant shall report to work on time and maintain a professional standard of conduct.
The Administrative Assistant shall work cooperatively with co-workers, City staff, court personnel, business owners, media representatives and the public.
The Administrative Assistant shall maintain conduct that upholds public trust and confidence in the Police Department.
Other duties as assigned.





Education and/or Experience
The person must have a minimum of 2 years of post-high school education leading to an associate's degree, at least five (10) years of municipal government experience and (5) or more years of experience working within police administration guidelines on city policies and procedures, possession of complex word processing abilities, and knowledge of local, state, and federal administrative laws.

Reasoning Ability
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions.
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