POSITION DESCRIPTION

Town of Swanzey, New Hampshire

Position Title: Patrol Officer 
Department:    Police Department
Classification: Regular full time (Non-exempt FLSA) 
Labor Grade     13
GENERAL PURPOSE:
A Patrol Officer shall be responsible for the efficient performance of his duties in conformance with rules, regulations and policies, as well as General Orders, Special Orders, policies and procedures, directives and law.

Serves as a Patrol Officer performing responsible law enforcement duties, including patrol, investigation, traffic control, and a variety of other duties designed to preserve peace and order to protect life and property in the Town. This position summary covers both full and part time personnel.    

(Patrol Officers with ten years of continuous service to the Swanzey Police Department shall be authorized to wear the Master Patrolman insignia on their uniform sleeves.)

MISSION: shall consist of, but is not necessarily limited to, the following general police responsibilities:

· Identify criminal offenders and criminal activity and, where appropriate, to apprehend offenders and participate in subsequent court proceedings.

· Reduce the opportunities for the commission of some crimes through preventive patrol and other measures.

· Aid individuals who are in danger of physical harm.

· Facilitate the movement of people and vehicles.

· Identify problems that are potentially serious law enforcement or governmental problems.

· Create and maintain a feeling of security in the community.

· Promote and preserve the peace.

· Provide other services on an emergency basis.

· Perform other such duties as the Chief of Police, or his designee, may require.

SUPERVISION RECEIVED:  Works under the general supervision of the Police Chief, Captain, Lieutenant, Sergeant, or Corporal, who make general assignments as to the area to be covered, specific cases to be investigated, etc. 
Duties are performed independently and each officer must exercise independent judgment in meeting emergencies and determining lawful and appropriate courses of action.    

SUPERVISON EXERCISED:  Full-Time officers supervise Part-Time officers when appropriate.  
EQUIPMENT USED:  Police Radio, Protective Vest, Police Duty Belt, Handcuffs, Taser, Baton, Flashlight, Patrol vehicles, Firearms, Pepper Spray (Oleoresin Capsicum), battering rams, bolt cutters, pry bars, first aid kits, and. Law enforcement tools include a variety of weapons. 
ENVIRONMENT:
Inside: 15%

Outside:  85%

While performing the duties of this job, the physical effort involves standing and/or walking and occasional strenuous positions when apprehending law violators. Working conditions are disagreeable due to varying climatic conditions, emotional stress, and exposure to hazards which could result in total disability or even death.

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
· Perform duties consistent with the obligations imposed by oath of office and be accountable to superior officers, promptly obeying legitimate orders.
· Coordinate efforts with those of other members of the Department so that their teamwork may ensure continuity of purpose and maximum achievement of police objectives.
· Patrols in assigned areas of the Town; checks the overall security of vacant homes and buildings; periodically checks business establishments and public places for violations of the law and takes appropriate enforcement action; confronts suspicious person and situations and determines appropriate action.
· Negotiates settlements between emotionally upset and often irrational persons involved in domestic disputes, drunkenness, break-ins, larcenies, vandalism, assaults, etc.
· Receives dispatch orders and responds to calls for service, emergency situations and serious crimes; takes charge of crime scenes until relieved by higher authority; exercises knowledge of Federal and State laws, Supreme Court decisions, and Town ordinances in determining legal justification for arrest, search and seizure, and protective custody. 

· Directs activities at accidents and disaster areas rendering first aid and restoring traffic to normal; investigates traffic accidents to determine cause, periodically directs traffic to assure steady flow; stops motor vehicles, confronts drivers and issues citations or warnings for violations of the law; makes physical arrests when appropriate for violations of the law; administers or causes to be administered Intoxilyzer tests to determine BAC levels when appropriate. 

· Assists in the investigations of crime and/or suspected criminal acts to identify, locate, apprehend and prepare prosecution of persons charged with committing crimes; examines crime scenes to collect evidence; interviews and interrogates witness and suspected offenders; determines the extent of criminal activity and need for further police assistance.

· Completes and submits all required reports and records in conformance with department regulations and statutory requirements; conducts follow-up investigations on unsolved crimes.

· Maintains weapons and equipment in accordance with department policy. Inspects assigned vehicles for defects, missing equipment, contraband and evidence; reports defects, damages or irregularities.

· Assists citizens requesting assistance or information when appropriate.

· Confers with Prosecutors, testifies in court, arraigns defendants, and assists in prosecution of cases as necessary.

· Operates department equipment and becomes proficient in same.

· Enforces municipal ordinances and State laws pertaining to the regulation and control of dogs and other animals through patrol and investigation of complaints.

· Performs other related duties as required.

· Communicate to superiors all information which is pertinent to the achievement of police objectives.

· Respond punctually to all assignments.

· Acquire and record information concerning events that have taken place since the last briefing and be continuously attentive to instructions.

· Record activity during the tour of duty in the manner prescribed by superiors.

· Maintain arms and equipment in a functional, presentable condition, promptly correcting defects, and report any serious defects to a superior.

· Make reports of crimes, accidents, and other incidents in conformity with the procedures outlined in current directives for their accurate, complete, and timely preparation.

· Respond to citizen's requests for assistance or information, and courteously explain any instance where jurisdiction does not lie with the police department and suggest other procedures to be followed.

· Be accountable for the securing, marking, safeguarding, and proper transporting of all evidence and property coming into his custody.

· Be alert to the development of conditions tending to cause crime, take preventive action to correct such conditions, and inform superiors.

· Conduct investigations of all criminal offenses and incidents within his area of assignment and scope of activity. Collect evidence and record data which will aid in identification, apprehension, and prosecution of offenders and the recovery of property.

· When dispatched to the scene of a crime, preserve the area upon arrival.

· When directed by a superior officer, serve or deliver warrants, summonses, subpoenas, and other official papers promptly and accurately.

· Guard prisoners who are receiving treatment at a hospital.

· Leave assigned area to assist fellow officers on calls of a serious or dangerous nature.

· Confer with court prosecutors and testify in court.

· Accomplish other general duties and functions as they are assigned or become necessary.

· Be prepared for inspection of uniforms, equipment and general appearance.
· Enforce the parking ordinances and motor vehicle laws in his assigned area of patrol.

· Seek to address underlying problems rather than isolated events and to solve problems on their route in a proactive manner.

· While always striving for prevention of crime, maintain a focus on the apprehension of criminal law violators as a primary police function.

· Promote cooperation between citizens and police, and allow the community's needs and desires to have an influence on decisions.

· Concentrate efforts on crime, fear of crime, disorder and general quality of life on their route.

· Maximize direct, daily, face-to-face contact with citizens and communication with people in the community.

· Be encouraged to experiment with creative and innovative solutions aimed at problems. Specifically target young people in actions to promote crime prevention, respect for police, and keeping young people out of trouble.

SPECIFIC DUTIES & RESPONSIBILITIES - PATROL OFFICERS (CAR PATROL) 
Preventive Patrol 
Patrol assigned area for general purposes of crime prevention and enforcement. Patrol includes: apprehending persons violating the law or wanted by the police; public assembly checks; building security checks; questioning suspicious persons; issuing traffic citations; locating fires; reporting street light and traffic signals out-of-order, street hazards and other safety problems; checks of schools, parks and playgrounds.

Examine in the nighttime and during Sundays and holidays doors and windows of the business places in his assigned area of patrol to see that they are properly secured. If any door or window is found to be unsecured he shall notify the station and take immediate measures to secure the property if it is apparent that the door or window was inadvertently left open by the owner. However, if it appears that the door or window was forced open to gain unlawful entry into the building, he shall immediately notify Dispatch of the situation and request assistance to search the premises.
Service to the Public 
Respond to situations brought to his or her attention while in the course of routine patrol or assigned by Dispatch. Assist anyone with a disability, may have dementia, is lost, or needing police assistance.

Answer questions asked by the general public, counsel citizens when necessary and refer them to persons or agencies where they can obtain further assistance.

Miscellaneous 
· If assigned to operate a motor vehicle, see that it is well maintained mechanically and that it is kept clean both inside and out. Immediately report all defects and damages sustained to the vehicle to a supervisor and complete all reports and forms required for such by current procedures. Have valid operator's license. Communicate on the radio in a clear and concise manner. Operate the radio in line with FCC regulations and current departmental procedures. Whenever the car is left unattended or the radio is taken off the air, notify the Dispatcher giving location. When back in service, contact the Dispatcher informing him of such.

· Always drive the assigned vehicle with due regard for the safety of yourself and others. When on regular patrol, drive at a speed and in such a manner as will enable one to see any conditions in the assigned patrol area which may require police attention.

· Whenever the patrol car is left unattended for any reason, remove the keys.

· When responding to a report of a crime or serious incident: 
Use the siren and flashing light when it is necessary to do so to ease safe passage through traffic, provided their use does not defeat more important police purposes such as maintaining the element of surprise. Always comply with the department policy on high speed operation of police vehicles.

· Keep the Dispatcher informed of all pertinent information relating to the crime scene or serious incident area until a superior officer arrives to take command.

·  TRAFFIC ENFORCEMENT Direct and expedite the flow of traffic at assigned intersections, preventing accidents, protecting pedestrians and ensuring the free flow of traffic.

· Enforce the parking ordinances and motor vehicle laws.  Take such action as is consistent with current departmental policy, good police work and common sense.

· Respond immediately and notify Dispatch at the earliest possible opportunity when called from a traffic post for emergency police service.

· Wear the prescribed traffic safety equipment when directing traffic at night or during periods of poor visibility.

· Be civil and courteous at all times 

· Acquire a thorough knowledge of all criminal law as well as all laws and ordinances relating to motor vehicles and pedestrians, with particular attention given to those situations which constitute violations.

LICENSING DUTIES

· Periodically visit licensed business establishments such as parking lots, used car dealers, boarding houses, antique shops, junk yards, pawnbrokers, liquor stores, etc.  Ensure that each license is in order and up to date and that nothing is present which violates its terms.

· Periodically visit establishments containing amusement machines, , pool tables, and live music.

· Investigate complaints against licensed establishments and cooperate with and render assistance to the License Board in all matters.
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

· Knowledge of modern police practices, techniques, and methods; 

· Knowledge of controlling laws, ordinances and court decisions; 
· Knowledge of the geography of the Town, and the rules and regulations of the department; 

· Knowledge of crime scene interpretation; safeguarding and preserving evidence; ability to obtain information through interview and interrogation; 

· Ability to analyze situations quickly and objectively and to determine proper courses of action; 

· Ability to speak and write effectively;

· Ability to develop and maintain effective working relationships with employees, Town officials, and the public; 

· Ability to instruct successfully; 

· Skilled in the use of, care of and the ability to utilize department issued firearm(s).  

SPECIAL REQUIREMENTS: Must possess a valid State driver’s license or have the ability to obtain one prior to employment. Possession of, or the ability to obtain, certification by New Hampshire Police Standards and Training as a police officer.
· Must be able to respond in a timely manner to 24-hour emergencies and to monitor weather conditions that may require attention within the town.

· Must pass random drug and alcohol testing

· Familiarity with computers and experience with software operations 

· Experience and knowledge of Law enforcement principles

· Ability to communicate effectively with other employees and the public

QUALIFICATIONS: High school diploma or equivalent, with advanced study in Criminal Justice or related field preferred; experience in a law enforcement related field; OR any equivalent combination of education and experience which demonstrates possession of the required knowledge, skill and abilities.

Selection Guidelines 

Resumes, rating of education and experience; oral interview and reference check; job related tests may be required. The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of reasonable accommodation to be determined by Management on a case by case basis.
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