  CITY OF NEW HOLSTEIN
JOB DESCRIPTION
POSITION:
Police Officer of the New Holstein Police Department  


JOB STATUS:
Police officers for the City of New Holstein shall possess the powers, enjoy the privileges and be subject to the liabilities conferred and imposed by law.  Each police officer shall possess the general knowledge of and be able to apply the laws and ordinances of the City of New Holstein and State of Wisconsin to situations he/she encounters.  Police officers shall also be responsible for the following specific functions and duties as may be assigned by a supervisor or other competent authority.

EDUCATION/EXPERIENCE:
A. EDUCATION/TRAINING

1. Minimum of sixty college credits as required by Law Enforcement Standards Board.

2. Law Enforcement Standards Board certification by the State of Wisconsin (520 hours basic training) is required.  This includes twenty-four hours annually of in-service recertification.

3. High school diploma or GED equivalent.

4. CPR and AED certification in order to provide life saving assistance in emergency situations.

5. A valid Wisconsin driver’s license is required.

B. SKILLS/ABILITIES

1. Ability to understand and follow directions in order to apply a general knowledge of state and city laws and ordinances and to follow proper procedures for detecting and apprehending suspected criminals.

2. Ability to properly assess a situation in order to take appropriate action and keep a mental memory of events to put into a report.

3. Ability to deal with people in high stress situations such as domestic disputes, investigations and accidents.

4. Ability to estimate speeds, distances and time, perform mileage calculations and any other incident related measurements.

5. Ability to communicate in a courteous, professional manner when assisting the public, other agencies and fellow officers.

ACCOUNTABILITY:


The Police Officer reports to the Chief of Police or Captain.
HOURS/LOCATION OF DUTIES:

The Police Officer works an eight (8) hour day on a six (6) days on and three (3) days off schedule, 37.5 hours per week.  

SUPERVISORY REQUIREMENT:  None

RESPONSIBILITIES/DUTIES:
A. Detect and apprehend those breaking the law in order to enforce the laws and ordinances of the State of Wisconsin and the City of New Holstein.

B. Gather and clearly document information in order to prepare accurate, concise and complete reports including crime scene sketches for criminal investigations and other police activity.

C. Conduct criminal investigations, including the gathering of information required to obtain arrest and/or search warrants.

D. Identify, photograph, collect, package and preserve all evidence and substances found at crime scenes.

E. Prepare accurate and complete criminal investigation reports legibly, using appropriate grammar, and submitted in a timely manner.

F. Gather information for criminal investigations by interviewing and obtaining statements from victims, suspects, witnesses and other confidential sources.

G. Conduct video, visual and audio surveillance for extended periods of time.

H. Exercise independent judgment in determining when there is reasonable suspicion to detain and when there is probable cause to search or arrest.

I. Perform searches of people, buildings, vehicles and large outdoor areas when required to locate and obtain evidence of possible criminal activity.

J. Respond to domestic disputes, identify the predominant aggressor, make an arrest when appropriate or required in order to enforce domestic abuse laws and insure the safety of victims and others involved.

K. Read and comprehend legal and non-legal documents, including the preparation and processing of documents such as citations, subpoenas, restraining orders, affidavits, criminal complaints, arrest and search warrants.

L. Conduct traffic investigations related to crash scene and traffic complaint locations, issue citations and make arrests when needed.

M. Engage in law enforcement vehicle, bike and foot patrol when appropriate and necessary to detect or prevent certain violations.

N. Search, frisk and process arrested persons, prisoners and/or mental health patients or subjects using handcuffs and other appropriate restraints.

O. Effect and arrest, with appropriate and necessary force, using handcuffs and other restraints.

P. Pursue fleeing suspects and vehicles in a manner safe to the officer, the public and the person attempting to flee pursuant to department policy.

Q. Transport and assist with preliminary processing of arrested suspects to include taking their photographs and obtaining legible fingerprint impressions.

R. Have knowledge of civil process laws as well as department procedures and accepted practices for timely service.

S. Communicate professionally and effectively at all times and when communicating (verbal or written) with other officers, members of the public, juveniles, suspects and others who are in need of assistance.

T. Conduct school, civic and other community presentations as assigned and in a professional manner that insures the public is educated on the specific law or public safety crime prevention issue.

U. Remain calm and professional when enduring verbal and/or mental abuse or criticism by a person, witness, suspect, prisoner or in an antagonistic environment.

V. Render first aid and/or CPR and AED service in emergency medical situations.

W. Perform rescue functions and assist in emergency response operations at traffic crash scenes and other major emergency incidents that may require carrying or moving people away or evacuating them from dangerous situations in or near particular areas.

X. Operate a law enforcement vehicle during day and nighttime hours in a safe and controlled manner that ensures the safety of the officer and those people who are on or near the roadway during normal and emergency driving situations while taking into consideration any unsafe road or weather conditions.

Y. Load, unload, aim and properly discharge a department issued firearm (handgun, shotgun) in accordance with department policy.

Z. Use a fire extinguisher and other appropriate means to extinguish small fires.

AA. Prepare all written documentation, reports, affidavits, subpoenas and warrants in a truthful and complete manner.

AB. Perform all other tasks as assigned by the Captain or Chief of Police.

EQUIPMENT:
A. In order to perform the essential functions of the job the following equipment is normally used.

1. Basic office equipment such as typewriter, calculator, copy machine, computer terminal and fax machine.

2. Technical equipment such as camera, measuring devices, radar, mobile video camera, digital recorder and police radio.

3. Transportation vehicles such as automobile (squad car).

4. Law enforcement equipment such as guns and other weapons, fingerprinting equipment, O.C. gas, baton, flashlight, handcuffs and slim jims.

5. Medical equipment such as first aid equipment and automated external defibrillator (AED).

6. Personal protective equipment such as a ballistics vest.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to swim, walk, sit and talk or hear. The employee is occasionally required to use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl.

The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee occasionally works near moving mechanical parts or in outside weather conditions. The employee is occasionally exposed to wet and/or humid conditions; fumes; toxic or caustic chemicals; moderate mental effort is required daily; moderate physical exertion, frequent work in coordinating and directing programs; moderate mental pressure and fatigue exist during a normal workday due to exposure to deadlines and resolution of interpersonal conflicts; moderate physical exertion is present because of stooping and kneeling; requires some evening, weekend, and holiday work.

The following is the list of essential job functions of ALL employees:
1. Be loyal to their employer’s lawful business needs;

2. Be subordinate to the lawful directives of management;

3. Use directed and self-directed work time in an efficient and effective manner;

4. Come to work on time, be available for work while at work, and be available for work when needed;

5. Perform their jobs, duties, tasks and assignments in a competent and proficient manner;

6. Be physically, mentally, medically and psychologically fit to perform their lawful duties;

7. Work independent of direct supervision;

8. Exercise discretionary authority in line with the organization’s mission, values, goals and objectives;

9. Be respectful to others and wok in a harmonious manner with others;

10. Seek ways to add value to citizen related services.

THIS JOB DESCRIPTION HAS BEEN PREPARED TO ASSIST IN DEFINING JOB RESPONSIBILITIES, PHYSICAL DEMANDS, WORKING CONDITIONS AND SKILLS NEEDED.  IT IS NOT INTENDED AS A COMPLETE LIST OF JOB DUTIES, RESPONSIBILITIES AND/OR ESSENTIAL JOB FUNCTIONS.  THIS DESCRIPTION IS NOT INTENDED TO LIMIT OR MODIFY THE RIGHT OF ANY SUPERVISOR TO ASSIGN, DIRECT AND CONTRL THE WORK OF EMPLOYEES UNDER THEIR SUPERVISION.  THE CHIEF OF POLICE RETAIN AND RESERVE ANY OR ALL RIGHTS TO CHANGE, MODIFY, AMEND, ADD OR DELETE FROM ANY SECTION OF THIS DOCUMENT AS IT DEEMS, IN ITS JUDGEMENT, TO BE PROPER.
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