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     Town of Rowe
Job Description – Police Reserve Officer / Part-time Officer
Summary/Definition

Responsible for enforcing local laws, state, federal and, codes and regulations for the protection of life and property.

Patrols town, respond to citizen complaints, enforces traffic regulation, and performs related law enforcement activities.
Supervision

Works under the supervision and administrative direction of the Rowe Police Chief.

Education and Experience 

· High school diploma or equivalent 
· or any equivalent combination of education and experience.  

Minimum Job Requirements 

· Must have no felony convictions and be able to pass a CORI (Criminal Offender Record Information) certified by the Commonwealth of Massachusetts

· Completion of an accredited Commonwealth of Massachusetts Basic Training Course for Reserve/Intermittent Police Officer or higher as set by Municipal Police Training Committee (MPTC)
· Must have completed  the 24  hours mandatory training as set by Municipal Police Training Committee (MPTC) with in last 12 months, unless graduation from Basic Training Course for Reserve/Intermittent Police Officer or Higher in last 12 months
· Must have worked as a  Police Officer in the Commonwealth of Massachusetts with in the last 12 months, if longer must have completed MPTC 24 hours mandatory training
· Valid MA Driver’s License without record of suspension or revocation from any state

· Commonwealth of Massachusetts accepted First Responder, CPR and AED Training/Certification or Higher (within 6 months of hire)

· Must be able to communicate clearly and concisely, orally and in writing, and be able to read and write the English language.
· Prohibited from using tobacco products (M.G.L. Chapter 41 Section 101A Rules / regulations) 

· If not a Rowe resident, must reside within 15 miles of the Town of Rowe border (M.G.L. Chapter 41 Section 99A) 

· Must be a resident of the Commonwealth of Massachusetts

Knowledge Proficiency

In order to be considered proficient in this position, the employee must be capable of demonstrating: 

( Thorough knowledge of modern law enforcement principles, procedures, techniques, and equipment as well as crime scene processing, surveillance, and investigation,

( Thorough knowledge of the Town’s by-laws within 6 months of hire 

( Thorough knowledge of safety principles and practices as they pertain to policing and a demonstrated commitment to following safety precautions and procedures as well as properly donning protective safety clothing and equipment,

Essential Duties and Responsibilities

The essential duties or responsibilities listed below 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.

· Office work schedule set by the Chief but occasionally required to work evening shifts, weekend shifts, attend meetings, and training.  
· Operates computers and printers, calculator, facsimile machine, scanner and other standard office equipment.  

· Check messages, return if necessary, call Chief if important.  Check computer for warrants, check fax machine for wants and warrant service, be on the lookout and information from other departments.  
· Prepare records and reports of activities, accidents, investigations, arrests, recovered property, and incidents/events, develop/maintain/review case folders, logs, and reports. 
·  Develop/cultivate/maintain and document sources of information. Initiate requests for subpoenas, execute search warrants, serve or deliver warrants, summonses, subpoenas, and other official papers. 
· Prepare for presentation in court proceedings, confer with court prosecutors and testify in court. 
· Assist general public in a variety of situations including counseling adults and juveniles on criminal and noncriminal matters, intervene in the case of disputes, refer citizens to appropriate agencies or jurisdictions for further assistance, etc.
·  Participate in continuing training and instruction programs through individual study of technical material and attendance at scheduled drills and classes. 
· Patrol all roads in Rowe, conduct security checks of town and residential buildings, public areas, residential and commercial neighborhoods 

· Respond to emergency calls and requests for assistance; enforce criminal and motor vehicle codes and laws utilizing radar for speed control when warranted issuing verbal/written warnings and citations as needed; direct pedestrian and vehicular traffic.  
· Conduct preliminary investigations of criminal and non-criminal cases and accidents; secure crime scene; apprehend law violators; transport and process prisoners.

· Provide mutual aid to surrounding communities

· Coordinate activities of citizen watch groups.

· Provide community education. 
· Makes frequent and direct contact with local, county, state, regional and federal agencies and officials, the media, community leaders, town employees and department heads and the general public; contacts are in person, by telephone and in writing and require excellent customer service, public relation and negotiation skills. 

· Has access to an extensive amount of highly confidential information relating to the Town of Rowe, the disclosure of which may cause serious repercussions

· Responding to inquiries from the general public, and others, in a professional manner and     providing suggestions and referrals as needed.

· Establishing and maintaining harmonious relationships with members of the public,

· Establishing and maintaining effective working relationships with subordinates, peers and/or supervisors, dealing tactfully with others,

· Influencing/negotiating with angry citizens and suspects while ensuring their safety and the safety of others,

· Interacting with people who are under physical and/or emotional distress,

· establishing rapport with persons from different ethnic, cultural and/or economic backgrounds,

· Maintaining a calm manner in stressful and emergency situations,

· Adapting to varying work situations,

· Exercising sound judgement in evaluating situations and in making decisions,

· Following verbal and written instructions,

· Performs other position-related duties, as assigned. 

Physical Requirements
Work requires the employee to be physically fit. The employee must have the physical ability to respond to calls expediently.  The work requires strenuous physical exertion at times. The physical demands listed are representative of those that must be met by the employee to successfully perform the essential functions of this job.  
· Must be able to physically restrain subjects who resist arrest or who refuse to obey lawful orders

· crawl/kneel for long periods of time 
·  reach out and up 
· climb/balance on wet or slippery surfaces 
· push/pull heavy weights  
· Requires the ability to lift and carry objects of more than 60 pounds intermittently. 
· Run short distances 
· or hike up steep inclines 
Work Environment

The work environment characteristics described here are representative of those that the employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions of the job. When performing the position, the employee is regularly exposed to 
· weather extremes cold, and excessive heat, rain and snow 

· loud noise, 
· fumes such as smoke or CO 

· gases 

· Toxic and hazardous chemicals. 
· The employee occasionally works around moving mechanical parts
Work schedule

As directed by the Police Chief as for the needs of the Town of Rowe. 
· Set Scheduled patrols/ shift 
· and  officers may be called in to cover calls, shifts and emergency  

Tools and Equipment
All Officers are required to maintain and keep track of all assigned equipment. Officers are also required to be proficient in use of all required equipment assigned and necessary to perform the job of Police officer in the Town of Rowe. This is an example of equipment an officer will use

· Desk top/ Portable computer  and general office equipment

· Handgun, Long gun, handcuffs, baton, and OC spray ( need to competent and pass defense tactics each year with all) 

· Surveillance equipment, body and cruiser cameras 

· Radar equipment and other equipment in cruiser 

· Finger print tools, 
· Cruiser and portable radio
· First responder equipment (AED) , bio-hazard equipment, 
· Accident investigation equipment
· The employee is required to operate a Class D motorized vehicle 
· And any other equipment assigned by the Chief 

The Town of Rowe is an Equal Employment Opportunity/Affirmative Action Employer. In compliance with the Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the Town.

This position 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 for the job change.
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