
 

DEFINITION 

POLICE ADMINISTRATIVE SERVICES MANAGER 

AUGUST2020 

FLSA: NON-EXEMPT 

Under general direction, plans, schedules, assigns, reviews and supervises the administrative support 
functions of the police department. Provides police records, property management and general officer 
support within the Police Department; plans and coordinates a comprehensive records and evidence 
management program, including records and evidence maintenance, processing, and distribution; ensures 
that functions meet all applicable laws, regulations, and City policies; coordinates, monitors, and provides 
technical input for assigned records and property management related projects and programs; provides 

complex staff assistance to management staff in areas of expertise; and performs related work as required. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from assigned police management. Serves 111 a supervisory capacity over 
technical staff. 

CLASS CHARACTERISTICS 

Supcrviso1y level classification over all administrative support functions within the police department; 
exercises independent judgment on diverse and specialized police records and property management 
activities, performs field investigative suppo1t and oversight of lower level administrative and volunteer 
staff. Incumbent is responsible for planning, organizing, reviewing, and evaluating the administrative work 
within the police depa1tment and for providing technical suppo1t to management in a variety of areas. 
Performance of the work requires the use of independence, initiative, and discretion within established 
guidcl incs. 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Onlv) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can petform the essential 

Junctions of the job. 

► Manages and controls all criminal and noncriminal records for the police dcpaitment; reviews and
implements technical data and laws pertaining to the security, release, and maintenance of records.

► Enters data into multiple law enforcement computer systems.
► Manages the receipt, custody, safekeeping, release, purging, and destruction of all prope1ty and

evidence received through the police department, keeping appropriate records in accordance with legal
and dcpanmental requirements and testifying in cou1t when neccssaiy.

► Serves as the Office Manager for the police department; provides administrative support to the Police
Chief; organizes and performs a variety of administrative and technical duties while maintaining a
high level of confidentiality; collects and balance fees received for police department services.

► Paiticipates in the development of goals, objectives, policies and procedures for assigned services and
programs; recommends and implements policies and procedures including standard operating
procedures for assigned operations.

► Plans, organizes, assigns, supervises, and reviews the work of police support staff in the police
department; trains staff in work procedures; evaluates employee petiormance, counsels employees,
and effectively recommends initial disciplinaiy action; assists in selection.








