

City of Villa Rica 		Class Specifications

Job Title:    Captain - Division Commander

Job Summary: This position is responsible for directing all operations of the Patrol, Administrative or Criminal Investigations Division. 
Patrol: This position is responsible for overall management and direction of the uniform/patrol operations.  
Criminal Investigations: This position is responsible for the management and direction of criminal investigations, which includes crimes against persons and property, the crime scene unit, vice/narcotics, and background investigations.
Administrative: This is technical, supervisory and administrative law enforcement work responsible for planning, directing, and coordinating the day-to-day operations of a division of the Police Department.  

Major Duties:
· Develops and manages goals and objectives of assigned area; coordination of work processes and implementation; prepares schedules; coordinates with other departments, jurisdictions, citizens and agencies;
· Directs and makes decisions in supervising, training, counseling and disciplining staff; reviews and takes appropriate personnel action;
· Instructs recruits in policies and practices of the department;
· Directs operation of sophisticated crime detection equipment; supervises crime scene searches;
· Evaluates the adequacy of existing personnel, facilities and equipment and recommends appropriate replacement, alterations and additions; oversees and approves budgeted expenditures;
· Directs division operation to include; monitoring communications and activities and responding to incident scenes, taking command, if needed; participating in major programs, strategic planning and project development and implementation; oversees the development and distribution of various reports; analyzes data to monitor current traffic and crime activity; reviews and resolves complaints; appears in court to testify; directs and assists in writing specifications for equipment and supplies and makes recommendations concerning their bid; maintains inventory of capital assets; develops and implements training programs;
· Interprets new laws, ordinances, rules and regulations for subordinate officers; 
· Performs other related duties as assigned.

Knowledge Required by the Position:
· Knowledge of principles and modern methods of law enforcement administration including organization, fiscal management, budgetary preparation and controls, program planning, implementation and administration;
· Knowledge of Federal, State, and local laws rules and procedures governing the activities of a law enforcement agency; 
· Knowledge of principles of employee supervision and personnel management including training, developing, mentoring, and disciplining of personnel;
· Knowledge of modern criminal justice related information systems;
· Knowledge of the concepts of risk management in a law enforcement agency;
· Skill in oral and written communication;
· Skill in decision-making and planning, organizing, analyzing and resolving problems.
· Ability to plan, organize, direct, coordinate and provide leadership to divisions within the Police Department’s office;
· Ability to coordinate organizational program objectives with the general goals of the total organization and its various operations;
· Ability to identify problem areas; 
· Ability to direct the collection, interpretation and evaluation of data and development of sound solutions to technical and administrative law enforcement problems; 
· Ability to coordinate and initiate actions, implement decisions and recommendations; 
· Ability to prepare and present concise, logical oral and written reports;
· Ability to explain policy procedures or recommendations on a wide variety of law enforcement issues;
· Ability to interpret complex regulations, laws and guidelines;
· Ability to establish and maintain effective working relationships with representatives of other agencies or governmental units, community groups, and others contacted in the course of the work;
· Ability to deal tactfully and professionally with others in controversial situations.

Supervisory Controls:  The Chief of Police assigns work in terms of departmental goals and objectives.  The work is reviewed through conferences, reports and observation of activities.
			
Guidelines:  Guidelines include Federal and State laws, criminal and traffic laws, city ordinances, departmental policies and procedures and court decisions.  Interpretation of guidelines requires expertise and judgment.  


Complexity:  This position is responsible for broad administrative duties and daily operations. These responsibilities require collecting data, analyzing results and implementing a plan to reduce criminal activity.  Such duties require much attention to detail and resourcefulness.  

Scope and Effect: The purpose of this position is to direct operations within the Police Department’s Office.  Successful implementation of the work assures that all division functions are implemented in accordance with all laws, regulations and ordinances.

Personal Contacts: Contacts are typically with co-workers, subordinates, other law enforcement and public safety agencies, city employees, attorneys, judges and the general public.

Purpose of Contacts: Contacts are typically to give and exchange information, resolve problems, and provide services.

Physical Demands: Work is sedentary in the office environment.  Work is a combination of office and fieldwork environment.  Fieldwork may subject incumbent to extended periods of physical and mental exertion under highly stressful conditions.  The Captain must be able to remain calm and think logically when defending himself/herself from imminent danger, apprehending perpetrators of crimes, etc.  The employee must be able to load, unload, aim and operate firearms.  The individual must have correctable hearing, visual and speaking abilities to perform assigned duties.

Work Environment:  Work is performed either in an office environment or in a variety of field and office settings and may require exposure to dangerous and life-threatening situations. Must be willing to carry a firearm on and off the job; mentally and physically capable of taking the life of another, if justified; willing to work any hour of the day or night (shift work), overtime, weekends, on call and holidays; work at any location in the City and travel on specific assignments.

Supervisory and Management Responsibility:  Exercises supervision over Sergeants, Corporals, Patrol Officers and support positions as assigned.   

Minimum Qualifications:
High school diploma or equivalent; Bachelor’s degree with course work in political science, criminology, criminal justice or related field preferred; a minimum of seven (7) years of law enforcement experience including at least (4) years of supervisor and three (3) years of experience with the City of Villa Rica; Certified Peace Officer under regulations of Georgia Peace Officer Standards and Training Council (P.O.S.T.); must have completed Supervisory Certification; equivalent combination of education and experience.
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