CITY OF EULESS
JOB DESCRIPTION
JOB TITLE:  Public Service Officer (Part Time)


JOB CODE: 236
DEPARTMENT: Police                               

     

STATUS: Non-exempt

REPORTS TO:  Public Service Officer Lead     


CIVIL SERVICE: Yes

JOB SUMMARY:

Provides general support services to the Police Department to include maintenance of jail operations and records keeping functions.

JOB SCOPE:   
Responsible for limited supervision of jail activities and assisting with the records keeping of the department.

PRINCIPAL DUTIES AND RESPONSIBILITIES:

· MEETS and COMMUNICATES with the general public.

· COMPLETES various reports.

· ANSWERS telephone.

· ENTERS data into and RETRIEVES data from computer system.

· MONITORS and MAINTAINS security of building, parking lot, and  jail.

· FINGERPRINTS and PHOTOGRAPHS  prisoners.

· PROCESS, searches, and maintains property of incoming prisoners.

· RECEIVES money and COMPLETES necessary paperwork.

· ATTENDS to personal needs of prisoners.

· TRANSFERS prisoners.

· PERFORMS general housekeeping duties.

· DIRECTS prisoners activity.

· ASSISTS with arraignments.

· MAINTAINS jail supplies and food.

· MAINTAINS jail log.

· TESTIFY in court / hearings.

· OPERATES intoxilyzer and maintains proficiency certification.

· OPERATES general office equipment and cameras.

· OPERATES city vehicles.

· PERFORMS other duties as may be assigned by appropriate authority.
MINIMUM REQUIREMENTS:

Must be at least 18 years of age with a high school education or equivalent. 
Must have no prior convictions of any felony.

Must have no misdemeanor convictions of grade A or B within the past ten years.

Must pass a polygraph examination. 
Must be able to work shifts and be available for emergency call out 24 hours a day. 
Must be able to pass an entrance examination. 
KNOWLEDGE, SKILLS & ABILITIES :

Must be able to demonstrate keyboarding proficiency. 
Must be able to write, speak and understand the English language and perform all duties under stressful conditions. 
Must be able to pass a physical fitness assessment and be able to lift moderately  heavy objects.

SIGNATURES:
____________________
____________________
____________________

Employee Signature

Supervisor Signature

Director Supervisor

Date: _______________
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