WILLISTON POLICE DEPARTMENT
POLICE LIEUTENANT
Pay Grade: 10
FLSA: Exempt

DEFINITION

The Police Lieutenant performs administrative and supervisory work in the
administration of police department activities, the protection of life and property, and the
prevention and suppression of crime; other related work, as required.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The essential functions or duties listed below are illustrations of the type of work that is
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.

Transmits all orders of the Chief to personnel and ensures compliance; conducts
internal investigations in response to citizen complaints against department personnel.

Ensures that personnel perform duties as assigned; coordinates the training of
department personnel and ensures that they are provided with current information.

Responsible for the maintenance of department property.

Monitors the incident reporting system to ensure compliance with department
procedures.

Writes, administers and supervises state and federal grants.

Provides assistance to the Chief in the development of the department budget; prepares
bid specifications for department purchase of equipment; oversees the bid process.

Works closely with the Department’s IT Person/Officer in maintaining and administering
the department computer system; which includes but not limited to installing upgrades
and troubleshooting problems.

Examines reports for conformity with approved department procedures.
Ensures that the Chief, department personnel, town departments and others are
informed about significant events and developments affecting the department and the

provision of public safety services.

Maintains updated knowledge of changing laws and practices; monitors compliance with
all state, federal, and local laws and regulations.



Completes training to develop an area of specialization. Conducts quarterly checks of
all personnel training records, making sure the required yearly mandated training hours
are adhered too.

Performs additional duties in the absence of the Chief of Police.
Performs similar or related work as required, or as situation dictates.

SUPERVISION

Works under the general direction of the Chief of Police; performs responsible
administrative and management functions, with decisions primarily based on prescribed
standard practices, but may involve choice of actions when questions or new
circumstances arise.

SUPERVISORY RESPONSIBILITIES

Supervises Sergeants and dispatchers; makes recommendations relating to the
evaluation and disciplining of employees, as well as, works closely with Sergeants in
their supervision of all patrol officers.

WORK ENVIRONMENT

Work is performed under typical office conditions and on patrol; some work is performed
in the field under varying weather conditions with exposure to conditions affecting
personal safety; attends meetings outside of regular hours; on call to respond to
incidents.

The Lieutenant operates an automobile, medical equipment, standard office equipment,
and all police equipment, including firearms; required to wear appropriate uniform and
equipment.

The Lieutenant has ongoing contact with the general public and frequent contact with
other town departments and officials, other police agencies and state law enforcement
agencies.

The Lieutenant has access to personnel files, collective bargaining negotiations, legal
and criminal proceedings, and information pertaining to sexual assault investigations
and internal investigations.

RECOMMENDED MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE

Bachelor Degree preferred; plus, seven years of progressively responsible police
experience, or an equivalent combination of training, education and experience.
At least three (3) years as a Sergeant.



ADDITIONAL REQUIREMENTS
Graduate of the Criminal Justice Training Academy. Valid motor vehicle operator's
license.

KNOWLEDGE, ABILITY AND SKILL

Thorough knowledge of the principles and practices of police patrol and
investigative processes and approved police methods and procedures; working
knowledge of statutes, local laws and rules and regulations governing law
enforcement; working knowledge of the methods used in the detection,
apprehension, placing charges against, post -arrest processing, and safeguarding
of law violators; knowledge of arrest and search and seizure practices and
procedures.

Ability to direct the work of others and delegate tasks; ability to communicate
effectively with the public; ability to conduct investigations; ability to communicate
clearly and concisely, orally and in writing; ability to analyze and interpret laws,
bylaws, rules, regulations, standards, and procedures, and apply them to specific
situations and cases.

Interpersonal skills; oral and written communication skills; computer skills.

PHYSICAL REQUIREMENTS

Minimal physical effort is required to perform administrative duties under typical office
conditions. Moderate or strenuous physical effort may be required at the scene of an
incident, if effecting an arrest or transporting an injured or elderly person. The employee
is frequently required to stand, walk, run, sit, speak and hear, use hands to operate
equipment, and reach with hands and arms; ability to operate firearms is required;
routinely lifts up to 30 pounds. Vision requirements include the ability to read and
analyze documents, use a computer and operate a motor vehicle.

This 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.

Patrick T. Foley, Chief of Police Date

Rick McGuire, Town Manager Date

Date Revised: 7-18-19



