






 
JOB DESCRIPTION 

 
Title: Support Services Manager Department(s):  Police 
    
Reports to: Chief of Police Location: Municipal Building 
    
FLSA: Exempt Pay Grade:  M 
    
Shift:  Day Status:   Full-Time 
    
Bargaining Unit: None Date: April 2026 
 
 
JOB SUMMARY 

The Support Services Manager is a non-sworn command staff position responsible for overseeing the Police 
Department’s Communications Center, Records Division, and civilian support services operations. Working 
under the general supervision of the Chief of Police, this position provides leadership, strategic planning, and 
administrative oversight to ensure efficient emergency communications, accurate records management, 
regulatory compliance, and effective technology systems. 

This position supervises civilian personnel, manages critical public safety information systems, and ensures 
operational readiness of emergency and non-emergency communications. The Support Services Manager 
exercises independent judgment in administrative, operational, and personnel matters while maintaining strict 
confidentiality and adherence to department policies and applicable laws. 

The position plays a key role in department planning, technology implementation, policy development, 
budgeting, and interagency coordination, and serves as a primary advisor to the Chief on communications, 
records management, and civilian operations. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as 
management may deem necessary. 

Leadership and Supervision 

• Provide leadership, direction, and performance management for Communications and Records 
personnel. 

• Assign work, establish priorities, monitor productivity, and evaluate employee performance. 
• Oversee recruitment, hiring, training, and professional development of civilian staff. 
• Address personnel issues and conduct internal investigations involving Communications and Support 

Services personnel. 
• Recommend disciplinary actions in accordance with department policies and labor regulations. 
• Promote professionalism, accountability, and adherence to the department’s Mission and Values. 

Communications Center Management 
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• Manage daily operations of the Police Department Communications Center to ensure reliable 
emergency and non-emergency call handling and dispatch services. 

• Ensure operational readiness of communications equipment, radio systems, CAD systems, and backup 
systems. 

• Oversee dispatcher training programs, certification requirements, and continuing education. 
• Coordinate communications operations and policies with partner agencies including fire, EMS, and 

neighboring law enforcement agencies. 
• Manage radio system licensing and communications infrastructure compliance. 

Records and Information Management 

• Manage departmental records and ensure compliance with state and federal records management laws. 
• Oversee records management systems, reporting processes, and documentation practices. 
• Ensure accurate and timely completion of required statistical reports, including state crime reporting. 
• Provide guidance on open records requests, legal disclosure requirements, and records redaction. 

Technology and Systems Oversight 

• Oversee department public safety technology systems including: 
o Records Management System (RMS) 
o Computer Aided Dispatch (CAD) 
o Communications infrastructure 
o Department data systems and related software 

• Serve as liaison with municipal IT services and system vendors. 
• Identify and implement technological solutions that improve operational efficiency and service delivery. 

Compliance and Regulatory Oversight 

• Serve as the department’s TIME Agency Coordinator (TAC) and ensure compliance with Wisconsin 
TIME/CJIS regulations. 

• Coordinate audits, system access compliance, and required certifications for department personnel. 
• Ensure adherence to departmental policies, state statutes, and federal regulatory requirements. 

Administrative and Organizational Support 

• Assist the Chief of Police with policy development, operational planning, and strategic initiatives. 
• Participate in departmental budgeting, including planning, monitoring, and justification of expenditures 

related to communications and support services. 
• Oversee administrative functions including payroll coordination, equipment procurement, and financial 

record tracking. 
• Prepare reports, analyses, and recommendations regarding departmental operations, staffing, and 

program performance. 

Interagency Coordination and Projects 

• Collaborate with regional public safety agencies, including the University of Wisconsin-Whitewater 
Police, local fire departments, and other communications centers. 

• Coordinate special projects involving communications technology, operational protocols, and 
interagency agreements. 

• Represent the department in meetings, committees, and professional organizations related to 
communications and records management. 

 
 
SUPERVISION RECEIVED AND/OR EXERCISED 
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 Works under general supervision of the Chief, however, performs recurring job duties independently.  Some 
opportunities to vary work steps and in deciding appropriate procedures, guidelines and methods to apply 
exist. 

 Exercises general to specific supervision over the Communications Coordinator and Records Technicians in 
their assigned duties including assigning duties, establishing priorities, reviewing and evaluating individual 
work performance and providing training for the staff. 

 Requires the ability to provide first line supervision including the ability to advise and provide interpretation 
regarding the application of policies, procedures and standards to specific situations.   

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements 
listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

Education and Experience 

• Associate’s degree required; bachelor’s degree preferred in criminal justice, public/business 
administration, communications, or related field. 

• Minimum five (5) years of progressively responsible experience in public safety communications, 
records management, or law enforcement administration. 

• Supervisory or management experience is strongly preferred. 
• Successful completion of the Northwestern University School of Police Staff and Command (or 

equivalent) required as a condition of continued professional development. 

Knowledge and Skills 

• Knowledge of modern public safety communications operations and dispatch practices. 
• Knowledge of records management laws, open records requirements, and crime reporting standards. 
• Familiarity with CAD, RMS, radio communications systems, and public safety technology infrastructure. 
• Understanding of CJIS and Wisconsin TIME system compliance requirements. 
• Ability to supervise personnel, manage complex projects, and implement operational improvements. 
• Strong analytical, organizational, and decision-making skills. 
• Ability to communicate effectively in writing and verbally with department staff, government officials, 

partner agencies, and the public. 

Other Requirements 

• Demonstrated professionalism, integrity, and sound judgment. 
• Ability to maintain strict confidentiality of sensitive law enforcement information. 
• Proficiency with modern office software and public safety technology systems. 

 
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.   

Work is primarily performed in an office and public safety communications environment requiring prolonged 
computer use and interaction with staff and the public. The position may occasionally involve lifting light 
equipment, attending meetings, and responding to operational needs during emergencies. 
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The City of Whitewater is an Equal Opportunity Employer.  In compliance with the American with Disabilities Act, 
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with the employer. 
 
SELECTION GUIDELINES  
 
Formal application, 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. 
 
Nothing in this job description reflects management’s right to assign or reassign duties and responsibilities to this job 
at anytime.  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.  
 

Employee Acknowledgment:  Date:  

The above statements reflect the general details necessary to describe the primary functions of the occupation 
described and shall not be construed as a detailed description of all the work requirements that may be 
inherent in the occupation. 
 
 
 
____________________________________   __________________________________ 
Supervisor   Date    Department Head  Date 
 
____________________________________   __________________________________ 
Human Resources  Date    City Manager   Date 



 
JOB DESCRIPTION 

 
Title: Support Services Manager Department(s):  Police 
    
Reports to: Chief of Police Location: Municipal Building 
    
FLSA: Exempt Pay Grade:  Schedule II D 
    
Shift:  Day Status:   Full-Time 
    
Bargaining Unit: None Date: March 2026 
 
 
JOB SUMMARY 
 
Under the general supervision of the Chief of Police, the Support Services Manager is non-sworn upper 
management position. The Support Service Manager must be a decision-oriented, highly organized individual 
capable of follow-through on detailed projects. The Support Service Manager must have a high level of dedication 
and conscientiousness and a thorough knowledge of local, state, and federal laws. Work situations require the 
Support Service Manager to make decisions, provide directions to subordinates and exercise independent 
judgment in both emergency and non-emergency situations. The Support Services Manager must be capable of 
maintaining confidentiality and supervising personnel in an effective and professional manner. The Support 
Services Manager will develop innovative programs, projects, and technology that serve to improve the 
effectiveness and efficiency of the Whitewater Police Department. The Support Services Manager is expected to 
lead, motivate, and evaluate the work of assigned personnel, acting as an advisor for his/her subordinates. The 
Support Services Manager will make recommendations regarding disciplinary actions in accordance with the 
policies, procedures, rules and regulations and the Mission and Values of the Whitewater Police Department.   
  
The Support Service manager is responsible for supervising the Communications Center in maintaining 
operational readiness to manage emergency and non-emergency calls for service and the Support Services 
staff in maintaining the official records of the police department. This position assists in the preparation and 
monitoring of departmental budget, oversees department computer system, is responsible for department 
payroll, and monies collected. Provides highly responsible administrative staff assistance including conducting 
specific and moderately complex analyses of a wide range of departmental activities and assists in the 
administration of standard operating policies and procedures of the police department. Provides responsible 
professional assistance in the analysis, implementation and monitoring of department programs.  
 
This position is responsible for a wide range of duties including hiring of non-sworn personnel, internal affairs, 
discipline, audit and inspections, planning and research, personnel and training, records, emergency and non-
emergency radio and phone transmissions, policy development, and organizational functions.      
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as 
management may deem necessary. 
 

 Provide leadership and guidance to subordinates in accordance with goals and objectives as well as the 
Mission and Values of the department. 

 Manage the communications center to include operational oversight of personnel and equipment.   
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 Manage the recruitment, hiring and promotional processes for Communications and Support Services and 
make recommendations to the Chief regarding hiring, transfers and promotions. 

 Perform the department internal affairs function for Support Services and Communications; receive and 
investigate complaints of misconduct, prepare reports on findings, make recommendations and forward to the 
Chief. 

 Supervise the work of Communications and Support Services staff, including assigning duties, 
establishing priorities, reviewing and evaluating individual work performance.  

 Maintain compliance with various policies and procedures as they pertain to Communications and Support 
Services personnel. Make periodic inspections of subordinates in order to ensure compliance with department 
rules and regulations, policies and operating procedures. 

 Monitor performance and activities of probationary employees.  Recommend necessary discipline, discharge, 
retention and re-training as needed. 

 Manage the preparation of monthly and annual police reports and State Uniform Crime Report. 

 Assist with budgetary analysis, development and justification for police, communications, and 
community service. 

 Oversight and management of the Communications field training program of newly hired personnel. 

 Oversee the development and implementation of civilian employee training. Training includes but is not limited 
to annual/biannual training and certification in programs such as TIME certification, Telecommunicator CPR, 
open records, blood borne pathogens, CPR, first aid, etc.   

 Provide guidance to staff regarding requests for records as well as redaction and release practices based on 
comprehensive knowledge of laws pertaining to Open Records/Freedom of Information rights. 

 Ensure proper training on new/updated department policies and that training records remain up-to-date and 
accurate. 

 Oversee all aspects of Police computer operations including research and training of police personnel in 
utilization of computer software applications, and analysis of basic computer and software operational problems.  
Act as a liaison between police department and network support services. 

 Manage the department records management software and computer aided dispatch (CAD) software. 

 Manage the office related parking enforcement operations. 

• Manage testing of UPS dispatch generator and other communications equipment. 

• TIME Agency Coordinator (TAC) responsible for daily use of TIME system regulatory compliance, triennial 
TIME system audit, CJIS compliance, TIME system certification for dispatchers and officers, and related 
training records. 

• Department liaison for communications related issues for dispatched agencies (UWWPS, WWFD, WWRS, 
Lauderdale Lagrange Fire & Rescue) and surrounding agencies. 

• Manage and oversee the CTO program.  

• Oversee the selection and implementation of employee training.  

• Ensure non-sworn employee training records remain up-to-date and accurate. 

 Oversee renewal of radio frequency licenses. 

 Oversee the monitoring and coping of the radio traffic, emergency and non-emergency telephone traffic and the 
corresponding software.  

 Act as custodian of departmental documents and records.  Establish and maintain efficient and 
effective filing, scanning and computer record systems. 

 Oversee and assist in preparation of police payroll. 

 Maintain current, accurate, and up-to-date files on past and present police department employees. These files 
should contain relevant training and education documentation. 
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 Create agendas, compile minutes and coordinate dispatch staff meetings and Police & Fire Commission 
meetings.   

 Attend Department staff meetings and review agenda items with subordinates. 

 Consult with city attorney, district attorney, and court system on department related matters when necessary. 

 Network Collaborate with the University of Wisconsin-Whitewater Police Services, Whitewater Fire Department, 
Whitewater Rescue Squad, and Department of Public Works and surrounding communication centers to ensure 
on special projects along with policy and protocol development. policies and guidelines are achieved. 

 Oversee the operations and contractual service agreements. 

 Review and update general record keeping policies to conform to local, county, and state requirements. 

 Review supplies and reorder tickets when necessary.  

 Oversee, assist, and perform general office duties as required by the department. 

 Oversee and assist with collection of monies, bank records and yearly audit. 

 Develop and maintain office forms and procedures; operate listed office machines as required; and assist 
with requisitioning department invoices. 

ADDITIONAL DUTIES AND RESPONSIBILITIES 
 
 Assist Command Staff with general police department operations. 

 Assist the Chief with the development, issuance and updates of all department policies.  

 Perform a variety of clerical functions as needed to accomplish work routines as follows, including filing; 
posting and or logging information to manual or automated records; processing mail; ordering supplies; 
duplicating and distributing materials; collating and assembling documents; photocopying, scanning and 
faxing documents. 

 Provide administrative support using computer software skills, including composition and typing of complex 
detailed documents including letters, memos, minutes and other material from draft, dictation or general 
instructions; proofread and edit documents, presentation materials, brochures and other materials for 
grammar, clarity, punctuation and spelling; and examine documents for completeness and accuracy.  

 Responsible for procurement, management, and maintenance of departmental equipment. 

 Assist Administrative Captain as necessary in the capacity of accreditation manager, reviewing all applicable 
standards, ensuring department compliance, developing related policies and procedures, attending 
conferences, and verifying and documenting proofs of compliance. 

 Oversee facility maintenance and submit the necessary work orders along with other Command Staff 
members. 

 Formulate, distribute, and analyze reports, surveys, memos, and letters. 

 Attend meetings, seminars and workshops related to administrative duties and responsibilities as 
directed by the Chief of Police. 

SUPERVISION RECEIVED AND/OR EXERCISED 

 Works under general supervision of the Chief, however, performs recurring job duties independently.  Some 
opportunity to vary work steps and in deciding appropriate procedures, guidelines and methods to apply 
exists. 

 Exercises general to specific supervision over the Communications Coordinator and Records Technicians in 
their assigned duties including assigning duties, establishing priorities, reviewing and evaluating individual 
work performance and providing training for the staff. 

 Requires the ability to provide first line supervision including the ability to advise and provide interpretation 
regarding the application of policies, procedures and standards to specific situations.   
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QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements 
listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
Education and/or Experience 
 
 Associate’s degree or equivalent required; Bachelor’s degree preferred.   

 Successful completion of the Police Staff & Command program will be required as a condition of continued 
professional development in this position. Eligibility for enrollment in the School of Police Staff & Command 
requires the ability to successfully complete university-level coursework. 

 Five (5) years of increasingly responsible related experience, including management or supervisory experience, 
or any equivalent combination of related education and experience preferred.  

 
Language Skills 

 
 Ability to analyze data and information using established criteria, in order to determine consequences and to 

identify and select alternatives.  

 Ability to compare, count, differentiate, measure, copy, record and transcribe data and information. Ability to 
classify, compute, tabulate, and categorize data. 

 Ability to establish and maintain effective working relationships with related agency officials, community and 
civic leaders, city officials, other employees, news media, court officials, businesspersons, public 
organization representatives, attorneys, other law enforcement personnel and the general public. 

 Ability to communicate orally and in writing with city personnel, department personnel and general public. 

 Ability to effectively communicate orally and prepare clearly written reports, documents, presentations, and 
recommendations. 

 Ability to persuade, convince, and/or train others.  

 Ability to advise and interpret how to apply policies, procedures and standards to specific situations. 

 Ability to utilize a variety of advisory data and information such code manuals, City ordinances, directories, 
State statutes, procedures, guidelines and non-routine correspondence. 

 Ability to quickly make assessments of emergency situations, determine appropriate responses and act 
assertively, cope with situations firmly, courteously, and tactfully. 

 Ability to communicate orally and in writing with City personnel, Department personnel and City residents. 
 
Mathematical Skills 
 
 Ability to calculate percentages, fractions, decimals, volumes, ratios, present values, and spatial 

relationships.  Ability to interpret basic descriptive statistical reports. 

 Ability to perform cashier duties accurately. 

 Knowledge of basic accounting procedures. 
 
Reasoning Ability 
 
 Ability to exercise independent judgment in emergency and non-emergency situations in accordance with 

departmental rules and regulations.   

 Ability to cope with emergency situations calmly but effectively and to react quickly to secure accurate and 
precise information on the location, extent and nature of the emergency aid requests.  
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 Ability to quickly make assessments of emergency and non-emergency situations, determine appropriate 
responses and act assertively, cope with situations firmly, courteously, and tactfully. 

 Ability to work well under pressure and handle stressful situations, to organize work and set priorities, 
managing time and resources to meet deadlines and changing demands, perform duties with a minimum of 
supervision. 

 Ability to analyze data and information using established criteria, in order to determine consequences and to 
identify and select alternatives.  

 Ability to recognize problems within the records system and plan, recommend and implement policy or 
procedural changes to correct the problems.  

 Ability to use a high degree of sound professional judgment in the recommendation of Department policies and 
procedures, and to assist in the administration of an excellent, well-rounded Department.  

 Ability to determine the relative importance of each type of work direct reports should do and the proper 
proportionate resources to devote to each. 

 Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited 
standardization exists. 

 
Other Qualifications 
 
 Demonstrate personal and professional honesty, integrity, and good judgment as shown in applicant's 

criminal history, background, and motor vehicle record. 

 Ability to demonstrate and exemplify personal characteristics of professionalism and positive leadership skills. 

 Knowledge of current labor law and policies governed and enforced by the State of Wisconsin Department of 
Industry, Labor, and Human Relations (DILHR) and Occupational Safety and Health Administration (OSHA). 

 Knowledge of Federal, state, and local laws and ordinances; WPD Mission, Values Statement, Policies, 
Procedures, Rules, Regulations, and administrative and operations programs and projects.  

 Ability to work cooperatively with others and work independently of direct supervision in an effective and efficient 
manner. 

 Proficiency in typing; 10 key calculators; computers and electronic data processing; Microsoft Office, including 
Word, Excel, Access, and PowerPoint. 

 Working knowledge of modern office practices and procedures. 

 Knowledge of modern principles, practices and methods of police administration, organization and operation. 

 Knowledge of laws pertaining to Open Records/Freedom of Information rights, State Statutes and State Crime 
Reporting system. 

 Ability to gather data and prepare statistical and written reports. 

 Ability to work effectively in cooperation with fellow employees as a member of the administrative staff team. 

 Ability to deal with the public, other law enforcement officers, outside agency representatives, etc. in an 
effective, fair and professional manner. 

 Ability to work in and maintain an environment that deals with sensitive and confidential information. 
 

Equipment Operated 
 

 Skill in the operation of departmental equipment including, but not limited to phone system, office equipment, 
files, computer workstations, printers, optical scanners, software applications, copy machines, FAX machines, 
etc. 
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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 sit and talk or hear.  The 

employee is occasionally required to walk; use hands to finger, handle, or operate objects, tools, or controls; 
and reach with hands and arms. 

 Specific vision abilities required by this job include close vision, ability to adjust focus, and the ability to sustain 
prolonged visual concentration. 

 Requires the ability to operate, maneuver and or provide simple but continuous adjustment on equipment, 
machinery and tools such as computer and other office machines, and/or materials used in performing essential 
functions. 

 Ability to coordinate eyes, hands, feet and limbs in performing slightly skilled movements such as typing and 
operating various pieces of office equipment.   

 Ability to recognize and identify degrees of similarities and differences between characteristics of colors, shapes 
and textures associated with job-related objects, materials and tasks. 

 The employee must exert light physical effort in sedentary to light work, occasionally involving lifting, carrying, 
pushing, pulling, crouching, crawling, kneeling, stooping and or moving up to 25 pounds.   

 
 
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.   
 
 The noise level in the work environment is moderately quiet. 

 Ability to work under generally safe and comfortable conditions where exposure to environmental factors such 
as repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and pose limited 
risk of injury. 

 
The City of Whitewater is an Equal Opportunity Employer.  In compliance with the American with Disabilities Act, 
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with the employer. 
 
SELECTION GUIDELINES  
 
Formal application, 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. 
 
Nothing in this job description reflects management’s right to assign or reassign duties and responsibilities to this job 
at anytime.  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.  
 

Employee Acknowledgment:  Date:  
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The above statements reflect the general details necessary to describe the principal functions of the 
occupation described and shall not be construed as a detailed description of all the work requirements that 
may be inherent in the occupation. 
 
____________________________________   __________________________________ 
Supervisor   Date    Department Head  Date 
 
____________________________________   __________________________________ 
Human Resources  Date    City Manager   Date 



1 

 
JOB DESCRIPTION 

 
Title: Support Services Manager Department(s):  Police 
    
Reports to: Chief of Police Location: Municipal Building 
    
FLSA: Exempt Pay Grade:  Schedule II D 
    
Shift:  Day Status:   Full-Time 
    
Bargaining Unit: None Date: August 2022 
 
 
JOB SUMMARY 

Under the general supervision of the Chief of Police, the Support Services Manager is non-sworn upper 
management position. The Support Service Manager must be a decision-oriented, highly organized individual 
capable of follow-through on detailed projects. The Support Service Manager must have a high level of dedication 
and conscientiousness and a thorough knowledge of local, state, and federal laws. Work situations require the 
Support Service Manager to make decisions, provide direction to subordinates and exercise independent 
judgment in both emergency and non-emergency situations. The Support Services Manager must be capable of 
maintaining confidentiality and supervising personnel in an effective and professional manner. The Support 
Services Manager will develop innovative programs, projects, and technology that serve to improve the 
effectiveness and efficiency of the Whitewater Police Department. The Support Services Manager is expected to 
lead, motivate, and evaluate the work of assigned personnel, acting as an advisor for his/her subordinates. The 
Support Services Manager will make recommendations regarding disciplinary actions in accordance with the 
policies, procedures, rules and regulations and the Mission and Values of the Whitewater Police Department.   

The Support Service manager is responsible for supervising the Communications Center in maintaining 
operational readiness to manage emergency and non-emergency calls for service and the Support Services 
staff in maintaining the official records of the police department. This position assists in the preparation and 
monitoring of departmental budget, oversees department computer system, is responsible for department 
payroll, and monies collected. Provides highly responsible administrative staff assistance including conducting 
specific and moderately complex analyses of a wide-range of departmental activities and assists in the 
administration of standard operating policies and procedures of the police department. Provides responsible 
professional assistance in the analysis, implementation and monitoring of department programs.  

This position is responsible for a wide range of duties including: hiring of non-sworn personnel, internal affairs, 
discipline, audit and inspections, planning and research, personnel and training, records, emergency and non-
emergency radio and phone transmissions, policy development, and organizational functions.      

ESSENTIAL DUTIES AND RESPONSIBILITIES 

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as 
management may deem necessary. 

 Provide leadership and guidance to subordinates in accordance with goals and objectives as well as the 
Mission and Values of the department. 

 Manage the communications center to include operational oversight of personnel and equipment.   

 Manage the recruitment, hiring and promotional processes for Communications and Support Services and 
make recommendations to the Chief regarding hiring, transfers and promotions. 
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 Perform the department internal affairs function for Support Services and Communications; receive and 
investigate complaints of misconduct, prepare reports on findings, make recommendations and forward to the 
Chief. 

 Supervise the work of Communications and Support Services staff, including assigning duties, 
establishing priorities, reviewing and evaluating individual work performance.  

 Maintain compliance with various policies and procedures as they pertain to Communications and Support 
Services personnel. Make periodic inspections of subordinates in order to ensure compliance with department 
rules and regulations, policies and operating procedures. 

 Monitor performance and activities of probationary employees.  Recommend necessary discipline, discharge, 
retention and re-training as needed. 

 Manage the preparation of monthly and annual police reports and State Uniform Crime Report. 

 Assist with budgetary analysis, development and justification for police, communications, and 
community service. 

 Oversight of the Communications field training of newly hired personnel. 

 Oversee the development and implement of civilian employee training. Training includes but is not limited to 
annual/biannual training and certification in programs such as TIME certification, open records, blood borne 
pathogens, CPR, first aid, etc.   

 Ensure proper training on new/updated department policies and that training records remain up-to-date and 
accurate. 

 Oversee all aspects of Police computer operations including research and training of police personnel in 
utilization of computer software applications, and analysis of basic computer and software operational problems.  
Act as a liaison between police department and network support services. 

 Manage the department records management software and computer aided dispatch (CAD) software. 

 Manage the office related parking enforcement operations. 

 Manage testing of UPS dispatch generator and other communications equipment. 

 TIME Agency Coordinator (TAC) responsible for daily use of TIME system regulatory compliance, triennial 
TIME system audit, TIME system certification for dispatchers and officers, and related training records. 

 Department liaison for communications related issues for dispatched agencies (UWWPS, WWFD, WWRS, 
Lauderdale Lagrange Fire & Rescue) and surrounding agencies. 

 Manage and oversee the CTO program.  

 Oversee the selection and implementation of employee training.  

 Ensure non-sworn employee training records remain up-to-date and accurate. 

 Oversee renewal of radio frequency licenses. 

 Oversee the monitoring and coping of the radio traffic, emergency and non-emergency telephone traffic and the 
corresponding software.  

 Act as custodian of departmental documents and records.  Establish and maintain efficient and 
effective filing, scanning and computer record systems. 

 Oversee and assist in preparation of police payroll. 

 Maintain current, accurate, and up-to-date files on past and present police department employees. These files 
should contain relative training and education documentation. 

 Create agendas and coordinate dispatch staff meetings.   

 Attend Department staff meetings and review agenda items with subordinates. 

 Consult with city attorney, district attorney, and court system on department related matters when necessary. 
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 Network with the University of Wisconsin-Whitewater Police Services, Whitewater Fire Department, Whitewater 
Rescue Squad, and Department of Public Works and surrounding communication centers to ensure policies 
and guidelines are achieved. 

 Oversee the operations and contractual service agreements. 

 Review and update general record keeping policies to conform to local, county, and state requirements. 

 Review supplies and reorder tickets when necessary.  

 Oversee, assist, and perform general office duties as required by the department. 

 Oversee and assist with collection of monies, bank records and yearly audit. 

 Develop and maintain office forms and procedures; operate listed office machines as required; and assist 
with requisitioning department invoices. 

ADDITIONAL DUTIES AND RESPONSIBILITIES 

 Assist Command Staff with general police department operations. 

 Assist the Chief with the development, issuance and updates of all department policies.  

 Perform a variety of clerical functions as needed to accomplish work routines as follows, including filing; 
posting and or logging information to manual or automated records; processing mail; ordering supplies; 
duplicating and distributing materials; collating and assembling documents; photocopying, scanning and 
faxing documents. 

 Provide administrative support using computer software skills, including composition and typing of complex 
detailed documents including letters, memos, minutes and other material from draft, dictation or general 
instructions; proofread and edit documents, presentation materials, brochures and other materials for 
grammar, clarity, punctuation and spelling; and examine documents for completeness and accuracy.  

 Responsible for procurement, management, and maintenance of departmental equipment. 

 Assist Administrative Captain as necessary in the capacity of accreditation manager, reviewing all applicable 
standards, ensuring department compliance, developing related policies and procedures, attend conferences, 
verify and document proofs of compliance. 

 Oversee facility maintenance and submit the necessary work orders along with other Command Staff 
members. 

 Formulate, distribute, and analyze reports, surveys, memos, and letters. 

 Attend meetings, seminars and workshops related to administrative duties and responsibilities as 
directed by the Chief of Police. 

SUPERVISION RECEIVED AND/OR EXERCISED 

 Works under general supervision of the Chief, however, performs recurring job duties independently.  Some 
opportunity to vary work steps and in deciding appropriate procedures, guidelines and methods to apply 
exists. 

 Exercises general to specific supervision over the Communications Coordinator and Records Technicians in 
their assigned duties including assigning duties, establishing priorities, reviewing and evaluating individual 
work performance and providing training for the staff. 

 Requires the ability to provide first line supervision including the ability to advise and provide interpretation 
regarding the application of policies, procedures and standards to specific situations.   

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements 
listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

Education and/or Experience 

 Associate’s Degree or equivalent required; Bachelor’s Degree preferred. 
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 Five (5) years of increasingly responsible related experience, including management or supervisory experience, 
or any equivalent combination of related education and experience preferred.  

Language Skills 

 Ability to analyze data and information using established criteria, in order to determine consequences and to 
identify and select alternatives.  

 Ability to compare, count, differentiate, measure, copy, record and transcribe data and information. Ability to 
classify, compute, tabulate, and categorize data. 

 Ability to establish and maintain effective working relationships with related agency officials, community and 
civic leaders, city officials, other employees, news media, court officials, business persons, public 
organization representatives, attorneys, other law enforcement personnel and the general public. 

 Ability to communicate orally and in writing with city personnel, department personnel and general public. 

 Ability to effectively communicate orally and prepare clearly written reports, documents, presentations, and 
recommendations. 

 Ability to persuade, convince, and/or train others.  

 Ability to advise and interpret how to apply policies, procedures and standards to specific situations. 

 Ability to utilize a variety of advisory data and information such code manuals, City ordinances, directories, 
State statutes, procedures, guidelines and non-routine correspondence. 

 Ability to quickly make assessments of emergency situations, determine appropriate responses and act 
assertively; cope with situations firmly, courteously, and tactfully. 

 Ability to communicate orally and in writing with City personnel, Department personnel and City residents. 

Mathematical Skills 

 Ability to calculate percentages, fractions, decimals, volumes, ratios, present values, and spatial 
relationships.  Ability to interpret basic descriptive statistical reports. 

 Ability to perform cashier duties accurately. 

 Knowledge of basic accounting procedures. 

Reasoning Ability 

 Ability to exercise independent judgment in emergency and non-emergency situations in accordance with 
departmental rules and regulations.   

 Ability to cope with emergency situations calmly but effectively and to react quickly to secure accurate and 
precise information on the location, extent and nature of the emergency aid requests.  

 Ability to quickly make assessments of emergency and non-emergency situations, determine appropriate 
responses and act assertively; cope with situations firmly, courteously, and tactfully. 

 Ability to work well under pressure and handle stressful situations, to organize work and set priorities, 
managing time and resources to meet deadlines and changing demands, perform duties with a minimum of 
supervision. 

 Ability to analyze data and information using established criteria, in order to determine consequences and to 
identify and select alternatives.  

 Ability to recognize problems within the records system and plan, recommend and implement policy or 
procedural changes to correct the problems.  

 Ability to use a high degree of sound professional judgment in the recommendation of Department policies and 
procedures, and to assist in the administration of an excellent, well-rounded Department.  

 Ability to determine the relative importance of each type of work direct reports should do and the proper 
proportionate resources to devote to each. 

 Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited 
standardization exists. 
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Other Qualifications 

 Demonstrate personal and professional honesty, integrity, and good judgment as shown in applicant's 
criminal history, background, and motor vehicle record. 

 Ability to demonstrate and exemplify personal characteristics of professionalism and positive leadership skills. 

 Knowledge of current labor law and policies governed and enforced by the State of Wisconsin Department of 
Industry, Labor, and Human Relations (DILHR) and Occupational Safety and Health Administration (OSHA). 

 Knowledge of Federal, state, and local laws and ordinances; WPD Mission, Values Statement, Policies, 
Procedures, Rules, Regulations, and administrative and operations programs and projects.  

 Ability to work cooperatively with others and work independently of direct supervision in an effective and efficient 
manner. 

 Proficiency in typing; 10 key calculator; computers and electronic data processing; Microsoft Office, including 
Word, Excel, Access, and PowerPoint. 

 Working knowledge of modern office practices and procedures. 

 Knowledge of modern principles, practices and methods of police administration, organization and operation. 

 Knowledge of laws pertaining to Open Records/Freedom of Information rights, State Statutes and State Crime 
Reporting system. 

 Ability to gather data and prepare statistical and written reports. 

 Ability to work effectively in cooperation with fellow employees as a member of the administrative staff team. 

 Ability to deal with the public, other law enforcement officers, outside agency representatives, etc. in an 
effective, fair and professional manner. 

 Ability to work in and maintain an environment that deals with sensitive and confidential information. 

Equipment Operated 

 Skill in the operation of departmental equipment including, but not limited to phone system, office equipment, 
files, computer workstations, printers, optical scanners, software applications, copy machines, FAX machines, 
etc. 

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 sit and talk or hear.  The 
employee is occasionally required to walk; use hands to finger, handle, or operate objects, tools, or controls; 
and reach with hands and arms. 

 Specific vision abilities required by this job include close vision, ability to adjust focus, and the ability to sustain 
prolonged visual concentration. 

 Requires the ability to operate, maneuver and or provide simple but continuous adjustment on equipment, 
machinery and tools such as computer and other office machines, and or materials used in performing essential 
functions. 

 Ability to coordinate eyes, hands, feet and limbs in performing slightly skilled movements such as typing and to 
operate various pieces of office equipment.   

 Ability to recognize and identify degrees of similarities and differences between characteristics of colors, shapes 
and textures associated with job-related objects, materials and tasks. 

 The employee must exert light physical effort in sedentary to light work, occasionally involving lifting, carrying, 
pushing, pulling, crouching, crawling, kneeling, stooping and or moving up to 25 pounds.   
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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.   

 The noise level in the work environment is moderately quiet. 

 Ability to work under generally safe and comfortable conditions where exposure to environmental factors such 
as repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and poses limited 
risk of injury. 

The City of Whitewater is an Equal Opportunity Employer.  In compliance with the American with Disabilities Act, 
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with the employer. 

SELECTION GUIDELINES  

Formal application, rating of education and experience; oral interview and reference check; job related tests may be 
required.  

Nothing in this job description reflects management’s right to assign or reassign duties and responsibilities to this job 
at anytime.  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.  

 
 

Employee Acknowledgment:  Date:  

The above statements reflect the general details necessary to describe the principle functions of the 
occupation described and shall not be construed as a detailed description of all the work requirements that 
may be inherent in the occupation. 

 
____________________________________   __________________________________ 
Supervisor   Date    Department Head  Date 
 
____________________________________   __________________________________ 
Human Resources  Date    City Manager   Date 













EMPLOYEE JOB ANALYSIS QUESTIONNAIRE (JAQ) 
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HIS/HER TITLE: Ch;fl. f ,f Po lfcc

INSTRUCTIONS 
The purpose of this questionnaire is to obtain additional information about your job that may not be included in your 
current job description. Please answer each question thoughtfully and frankly. After you have finished your portion of 
the questionnaire, give it to your immediate supervisor, who will complete his/her section. 

General Summary: In three or four �
1
n_tences, please summarize the major purpose.or primary function of your job. 
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Please 'lhd1cate 1f you hav� reviewed your current Job d'escript,on. 
If you have any changes to your current job description, please mark them on the JD and attach it to this JAQ, or 
indicate changes here: _,,(' 1 .l,_ , 1 • U. I 

Job de.Serir1icm r�v'lew'�dl ! �''"c:.he�-
lf you do not have a job description available to review, please list your job duties. Try to place your duties in their 
order of importance, and group "like" tasks together (e.g., "clerical duties including word processing, opening mail, 
filing, etc." or e.g., "front desk responsibilities including greeting visitors, answering telephones and routing calls, 
etc."). 

Job Duty 
l 1- Prov,J,"j /e,.J,,.,jlu·r � j";J.,,ce. ,a J11borJi,u111 �e.s 
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Feel free to add more numbers/duties if necessary . 

..................................................................................... 

FACTOR 1: Education and Training: In your opinion, what kind of education and training is necessary to perform your 
job? 

0 LEVEL 1: Level of knowledge that is below what is normally attained through high school graduation. 
0 LEVEL 2: High school diploma (GED) or equivalent. 
0 LEVEL 3: High school, plus elementary technical training, acquired through one year or less of technical or 

business school. 
0 LEVEL 4: Extensive technical or specialized training such as would be acquired by an Associate's Degree or two 

years of technical or business school. 
� LEVEL 5: Completion of four-year college degree program. 
0 LEVEL 6: Additional professional level of education beyond a four-year college program, such as a CPA or 

Professional Engineer (P.E.) training. 
D LEVEL 7: Completion of graduate coursework equal to a Master's Degree or higher. 

_ What specrfic degree/coursework is NECESSARY? H,�}J Sc.½oo I v/ ,rai,.. ;t'llllf"1 
/0 ye1tr � kco("':"�nic.,Jor

! 5vp•t'o/;!,Or'/ eJCpe,·,e.,-,c.e. 1'elcum
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FACTOR 2: Years of Experience: How much previous work experience do you feel is necessary to perform your job? 
LEVEL 1: LEVEL 2: LEVEL 3: LEVEL 4: LEVEL 5: 
0 LESS THAN 1 YEAR □1 TO 3 YEARS 04 TO 6 YEARS 07 TO 10 YEARS �MORE THAN 10 YEARS

What is the minimum number years required? ID years in the f 1& JJ v/ .S llfCt>vi!.ory e,rcr,'cncc

 



What specific experience is necessary? 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

FACTOR 3: Independent Judgment and Decision Making: 

Part 1: 

How much discretion do you have in making decisions with or without the input or direction of your supervisor? 
D LITTLE: Little discretion or independent judgment exercised. 
D SOME: Some discretion or judgment exercised, but supervisor is normally available. 
D OFTEN: Job often requires making decisions in absence of specific policies and/or guidance from supervisors, 

but some direct guidance is received from supervisors. 
� HIGH: High level of discretion with decisions restricted only by Departmental policies and little direct 

guidance from supervisors. 
D VERY HIGH: Very high level of discretion with decisions only restricted by the broadest policies of the 

Organization. 
Part 2: 

If you make an erroneous decision, what impact would this decision have on your work unit, department, and/or the 
Organization? 
0 MINOR: Some inconvenience and delays but minor costs in terms of time, money, or public/employee good 

will. 
D MODERATE: Moderate costs in time, money, or public/employee good will would be incurred. Delays in 

IXJ SERIOUS: 
important projects/schedules likely.
Important goals would not be achieved and the financial, employee, or public relations posture of
the Organization would be seriously affected. 

D CRITICAL: Critical goals and objectives of the Organization would be adversely and very seriously affected. 

J 
Error could

,
likely result in critical financial loss, proper�y damage, or bodily harm/loss of life.

, . 
11 C 0� ! ... r,.r.j�-fr,ra .. ()JL':!er. -� V .. thx. 't✓-�f. Vf . .t, .. �t.1i.i�.tJ.e,■��J.j • • 4'1 • .th-. s;t�'h,��o. Cl.·

FACTOR 4. Responsibility for Policy Development: Does your job require you to participate in the development of 
policies for your unit/division/department/the Organization? 

0 LEVEL 1: 
0 LEVEL2: 
D LEVEL3: 

0 LEVEL4: 

� LEVELS: 

0 LEVEL6: 

Position involves only the execution of policies or use of existing procedures. 
May provide some input to supervisor when policies and procedures are updated. 
Position involves some development of policies/procedures for the Department, as well as the 
interpretation of departmental policies for others in the organization or residents. 
Position involves significant or primary responsibility for the development of policies and procedures 
for a division or organizational component of a department, as well as the interpretation, execution 
and recommendation of changes to department policies. 
Position involves significant or primary responsibility for the development of policies and procedures 
for an entire department, plus occasional participation in the development of policies which affect 
other departments in the organization. 
Position involves the primary responsibility for the development of departmental policies and 
procedures and regular participation in the development of policies that affect other departments 
and occasionally involves participation in the development of organization-wide policies. 

Give some examples of the types of policies you've written or been a f)art of creating: Ke�iew O ¥ 1111 
-l. Up J,}e,s h .C,,;,,.r,�'!'fl'Jii'J�. i'i�1-Jiti�l. P.£trlr:b. �,.e.�li!'14 ,. rfft' . .s"4r,ert, ll/1F.,. .A��to.rm�J. ,f CJl.5

FACTOR S. Planning: How much latitude do you have to set your own daily work schedule and priorities for a given 
workday? 

0 LEVELl: 
0 LEVEL2: 

Position requires that my daily work load and activities are assigned to me by my supervisor. 
Position requires that I plan my own daily work load and work independently according to established 
procedures or standards. 

  



0 LEVEL 3: Position requires that I plan my own daily work load and those of others in the department (first-level 
supervision). 

(8l LEVEL 4: Position requires an above average ability to analyze data and develop departmental plans, including 
plans where a number of difficult, technical and/or administrative problems must be addressed 
(Manager/Division level planning). 

0 LEVEL 5: Position requires a high level of analytical ability to develop plans for a department or complex 
situation, including plans that involve integrating/involving/impacting other departments 
(Department Head level planning) . 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

FACTOR 6. Contacts with Others: In the course of performing your job, what contacts with people in your 
department, other departments within the organization, and/or people from outside the organization are you 
required to make? 

0 LEVEL 1: Position involves interaction with fellow workers on routine matters with relatively little public 

0 LEVEL2: 

0 LEVEL3: 

0 LEVEL4: 

0 LEVELS: 

� LEVEL 6: 

0 LEVEL 7: 

contact. 
Position involves frequent internal and external contact, but generally on routine matters such as 
furnishing or obtaining information. 
Position involves frequent internal contact and regular contact with outsiders generally on routine 
matters, including contacts with irate outsiders which require some public relations skill for taking 
complaints for others to follow up upon. 
Position involves frequent internal and external contacts which require public relations skills in 
handling complaints. Contacts involve non-routine problems and require in-depth discussion and/or 
persuasion in order to resolve the problem. Handles more difficult contacts that are referred by front 
line employees. 
Position involves frequent internal and external contacts which require skill in dealing with, and 
influencing others, and initiating changes in policy/procedures to address the issue so as to avoid 
having to deal with the issue again in the future. 
Position involves frequent internal and external contacts in which I act as the spokesperson for the 
department and may be authorized to make commitments of resources on behalf of the department. 
Position involves frequent internal and external contacts where I represent the entire organization 
and am authorized to make commitments in matters of broad or critical interest to the entire 
organization. 

With which internal individuals or groups do you have the most contact? 
-.1-r, F'inu1c.c. Dqt, f.·.,.._ � f/'\s I Poku; F1're Comn,1�1·0.,; HR.., C,t, Clerk

With which external indiv!duals or groups do you have the most contact? 
V,u•,ov� Ver>J"r� C·'I • G-c .... c.,.,,"1 ' C:. 1.1(',. ,,,J. � �.-.,__.. Vi 1 r <Tef.f Co I DA$••••••••••••••••••••• � •••••••••••••• M, •• ev ... L�·"1-�r . ..- .•. � .1r, ..... .••••••••••• 

FACTOR 7. Supervision Given: 

LEVEL 1: Do you supervise or assign work to other employees? JE'ves D No 
If yes: 
0 LEVEL 1: 

0 LEVEL2: 
0 LEVEL 3: 
� LEVEL4: 
0 LEVELS: 

0 LEVEL6: 

0 LEVEL 7: 

Position is regularly responsible for assigning work to an employee or employees, without acting in a 
supervisory role. To whom does this position assign work? 
Position is responsible for the supervision of one full time or several part time employees. 
Position is responsible for the supervision of two to five full time (or full time equivalent) employees. 
Position is responsible for the supervision of six to 15 full time (or full time equivalent) employees. 
Position is responsible for direct and/or indirect supervision of 16 to 29 full time (or full time 
equivalent) employees. 
Position is responsible for direct and/or indirect supervision of 30 to 50 full time (or full time 
equivalent) employees. 
Position is responsible for direct and/or indirect supervision of more than 51 full time (or full time 
equivalent) employees. 

Actual number of full-time (or full-time equivalent) employees supervised: 





D LEVEL SB: Position uses, troubleshoots, and/or repairs various pieces of specialized equipment such as HVAC, 
lighting, gas flares, blowers, engines, heavy equipment, diagnostic equipment, large vehicles (vacuum 
trucks, street sweepers, fire apparatus) and/or medical or public safety equipment. 

D LEVEL 6: Position is responsible for advanced computer programming, maintenance, training, and purchasing of 
items such as computers, printers, scanners, etc., for the computer system for the organization (IT 
personnel). 

0 LEVEL 7: Position is responsible for system security, as well as the overall direction and supervision of the staff 
that are responsible for the computer and technology needs of the organization, including 
responsibility for developing technology policies for the organization {IT personnel) . 

..................................................................................... 

,i
'

�<4' �� 
N\a. 

� 

10. FLSA Exempt or Non-Exempt Determination 

Do you receive overtime or comp time for hours worked beyond your normal work week? 

0Yes 

Is your position considered any one of the following: Executive, Administrative, Professional, or Computer? If so, 
please answer the questions in the applicable sections below. If not, please skip to Question 11. 

PLEASE ANSWER FOR ONLY ONE CATEGORY: 

a. Executive

Are you paid the equivalent of at least $455 per week on a salary basis? 

Are you paid the equivalent of at least $913 per week on a salary basis? 

Is your primary duty managing the department or unit of a local 
government? Percent of time spent managing 751•

Do you customarily direct the work of two or more other employees 
(or the equivalent of two or more, e.g., 4 part timers)? 

Do you have the ability to hire and fire, or do your recommendations 
carry significant weight even if you are unauthorized to make the 
final decision? 

b. Administrative

Are you paid the equivalent of at least $455 per week on a salary basis? 

Are you paid the equivalent of at least $913 per week on a salary basis? 

Is this a "staff" position where your primary duty is performing 
office or non-manual work directly related to the management or 
general operations of the organization, division or unit? 

Do you exercise discretion and independent judgment with respect 
to matters of significance, have the authority to formulate/interpret 
policy, and have a high level of operational responsibility? 

c. Professional

 

Yes No Don't know 

00 □ □ 

59 □ □ 

!�L □ □ 

� □ □ 

□ □ 

Yes No Don't know 

IX! □ □ 

[j! □ □ 

□ □ 

t&I □ □ 

Yes Don't know 

 



Are you paid the equivalent of at least $455 per week on a salary basis? 

Are you paid the equivalent of at least $913 per week on a salary basis? 

Does your primary duty include the performance of work that requires 

advanced knowledge in a field of science or learning that is customarily 

acquired by a prolonged course of specialized instruction? 

Is a specialized advanced degree a prerequisite for your job? 

If yes, what is the degree or certification? 

d. Computer

Are you paid the equivalent of at least $455 per week on a salary basis? 

Are you paid the equivalent of at least $913 per week on a salary basis? 

Do your primary duties involve: 

1. The application of systems analysis techniques and procedures,

including consulting with users, to determine hardware,

software or system functional specifications; or

2. The design, development, documentation, analysis, creation,

testing or modification of computer systems or programs,

including prototypes, based on or related to user or system

design specifications; or 

3. The design, documentation, testing, creation or modification

of computer programs related to organizational operating

systems; or

4. A combination of the aforementioned duties, the performance

of which requires the same level of skills .

□ 

D 

D 

□ 

Yes 

□ 

□ 

Yes 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

No 

□ 

□ 

No 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

Don't know 

□ 

□ 

Don't know 

□ 

□ 

□ 

□ 

..................................................................................... 

11. Comments/Additional Information: Feel free to add additional information below. If using a printed copy of this

form, use the back of the form to add your comments.

Type your name and the date below, then save this form as a Word document with your last name in the file name 

and email it to your supervisor. If using a printed copy of this form, sign and date it and then deliver to your 

supervisor. 

2-J ·l�lS
DATE 

THIS SECTION TO BE COMPLITTD BY IMMEDIATE SUPERVISOR AND/OR DEPARTMENT HEAD 

Please provide your comments below. If using a printed copy of the form and additional space is needed, please use 

the back of this form or attach an additional sheet. Please do not mark in employee's portion of the questionnaire. 

  



1. Do you agree with the employee's answers to all of the above questions? If not, please explain.
'I�. 

2. List any job duties or assignments which the employee performs which are in addition to those listed on the job
description or this form.

?PC, S''Mff C.Ot-11-Ac.'f' - A6'S'NS>A PcicP/�u.11.Ll\:-�/,...� ""'"""1'��1"" 
3. How long has this employee worked for you? / ;:"\:t'vc. ll� i,<;n. l>1tl-ra.f sv"c:t2-"I.ScM. s11-1ce yf1<J/2-0t'\ \.G, Yz 'f��J/
4. Additional comments from the employee's immediate supervisor:

?os 1,, 11,.. 1 � � � nv v W\ e;.v e: ,# 1>1 fficw.;r TO C-4MPM2E � C1C),t 81- u.:: A64.n-,� 

Type your name and the date below, then email this form to your Department Head (if applicable) or to the Finance 
Director. If using a printed copy of this form, sign and date it before forwarding. 

SUPERVISOR'S SIGNATURE OR TYPED NAME DATE 

If Supervisor isn't Department Head, Department Head should review this form as well. 

�I have read the above and substantially concur. 
01 have read the above and have the following comments: 

Type your name and the date below, and then email this form to the Finance Director. If using a printed copy of this 
form, sign and date it before forwarding. 

GP--e:>4= 
DEPARTMENT HEAD SIGNATURE OR TYPED NAME DATE 

IMPORTANT DATES: 
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