

THE CITY OF EAST ORANGE
Job Posting

	Job Title:
	Police Aide 
	Job Category: 
	Classified

	Department/Group:
	East Orange Police Department 
	Job Code
	02709

	Location:
	East Orange Police Department 
	Travel Req’d
	LOCAL

	Level/Salary Range:
	$30,748.92 – 42,087.24
	Position Type:
	Full-Time

	HR Contact:
	Shatera Smith
	Posting Period
	10/28/2016 – 11/11/2016

	Applications Accepted By:

	Fax or E-mail:
973-673-3172
shatera.smith@eastorange-nj.gov

Attention:                Police Aide 
	Mail:
Shatera Smith
Department of Human Resources
The City of East Orange NJ
44 City Hall Plaza
East Orange, NJ  07018

	Job Description

	Role and Responsibilities 
Under close supervision of a Police Officer, performs non-law enforcement duties; assists a Police Officer in performing clerical and routine field duties; does related work as required.
 
Qualifications and Education Requirements
[bookmark: _GoBack]Any combination equivalent to graduation from high school or GED program. Knowledge of correct English usage including spelling, grammar, punctuation and sentence structure; modern office procedures and equipment; computer operation and applicable programs; LEDS and NCIC operation rules and regulations.

Preferred Skills,
· Gathers and records data at accidents and other investigations.
· Assists radio dispatchers by logging messages, relaying calls, and monitoring teletype machine.
· Responds to general information requests. Performs police clerical tasks as required.
· Assists officer in charge of property room in duties relative to security of physical evidence and lost and found items.
· Maintains a wide variety of required police records as directed.
· Assists in surveys, research projects, and public service functions.
· Assists in preventative maintenance of department vehicles and other equipment.
· Performs police community relations functions as assigned by superior officer.
· Checks the condition of parking meters and refers repairmen to parking meters needing service.
· Notifies police personnel of conditions that may warrant their attention.
· Knowledge of the problems involved in parking violations.
· Knowledge of the procedures used in dealing with such problems.
· Knowledge of the keeping of records and of the making of reports of conditions noted and actions taken.
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