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HUMAN RESOURCES DEPARTMENT

The positions assigned to this classification are in the classified service category and supervise and
participate in various types and combinations of Police Department activities such as preliminary
investigations, follow-up investigations, traffic, technical services, or other related work as required.

The positions in this classification report to a designated supervisor of as assigned. Responsibilities
may include supervision of Police Officers and other technical and clerical-persennel sworn and non-
sworn personnel as assigned.

The following tasks are typical for the positions assigned to this classification. Any single position
may not perform all of these tasks, and/or may perform similar related tasks not listed here.

1.  Supervises Police Officers and civilian personnel in a variety of assignments. Ensures that
employees know and follow department policy, rules, and regulations.

2. Ensures patrol activities and preliminary follow up investigations are conducted in conformance
with departmental rufes and regulations.

3.  Assigns and deploys Police Officers according to workload levels and requirements, and makes
best use of their skills.

4. Reviews the quality and efficiency of work completed by subordinates. Quickly identifies
problems in the quality and quantity of work and takes prompt and effective corrective action.
Prepares written evaluations describing employee work performance.

5. Keeps subordinates and superiors adequately informed of matters which affect their work,
attitude, and morale.

6. Maintains control over equipment, supplies, and materials utilized by their shift or Bureau.

7.  ldentifies methods of streamlining or improving operational methods and factics and proposes
changes to their immediate supervisor(s).

8.  Effectively molds- 5 hisfher subordinate employees into a team.

9. Maintains thorough and accurate records and prepares reports regarding the activities of their
shift or Bureau.

10. Keeps abreast of new tactics, procedures, programs, and technologies |n the pohce service
profession. Disseminates-information-in-an-instrustor mode P fida
subordinates on a reguiarly scheduled basis.

11. Assures that Pollce' Oﬁ"cers develop and malntaln adequate community support for police

12. Insures proper safety pract!ces are followed to protect Police Officers and the public.

13. Investigates and evaluates complaints of police conduct. Prepares written summary - of
investigative findings.
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Page Two — Police Sergeant

Knowledge of:

« The principles, methods and techmques of Iaw enforcement work mcludmg patrol, traffic, crime
prevention, investigation, and identification.

« Criminal law, including the laws of arrest, search and seizure, rules of evidence, and court
procedure.

= Laws applicable to the apprehension and treatment of juveniles.

+ Care and protection of small firearms and other law enforcement equipment.

» Principles of supervision and training.

« Coliection, preservation and analysis of evidence.

= State law pertinent to civil procedures.

Skill and Ability to:

* Prepare clear, concsse, and comprehensive written and verbal reports.
» Establish and maintain effective working relationships with fellow employees, government officials,

» Observe, remember, and record events accurately.

= Motivate, direct, evaluate and maximize the abilities of personnel under hisfher command.
» Analyze and solve law enforcement problems.

» Communicate effectively both verbally and in writing.

» Maintain effective labor and interpersonal relations.

Possession of a valid California Class C Driver's License, and possessior

Peace Officer Standards and Training Basic Certificate.

Any combination of training and experience that coutd likely prowde the requwed know!edge Skl” and

ability would be qualifying. A typical
years of service as a Police Officer
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Page Three — Police Sergeant

Requires vision (which may be corrected) to read small print.
Requires the mobility to stand, stoop, reach, and bend. Require mobility of arms to reach and
dexterity of hands to grasp and manipulate small objects.

Requires the ability to stand for long periods.
Requires the ability to walk long distances.

Performs work which involves the frequent lifting, pushing, pulling or dragging of objects which
may approximate 75 pounds and may occasionally weigh up to 165 pounds.

May be required to work around foul odors.

May be required to work around loud noise.

Is subject to office and outside environmental conditions.

May be required to attend periedic evening meetings oilfSide of-reqular work seheduie and/or to

travel within and out of City boundaries to attend meetings.
May be required to work evenings or weekends.

November 1998
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HUMAN RESOURCES DEPARTMENT

This middle management classification is in the classified service categery. This position serves as a
manager of various types and combmatlons of actlwt[es assomated with the Pohce Department servuces

ne;mauy—Fepe#s—te—a—BuFeau—Gemmander “Responsibilities include the supervision of Pohce Sergeants

and other sworn and non-sworn personnel.

The following tasks are essential for the positions assigned to this classification. Any single position
may not perform all of these tasks, and/or may perform similar related tasks not listed here.

3. Gee#dmates—the—we;k—ef—lidlegse@eams—and—Exchanges information with other extetna
organizations a fments withinand—external-to-thePolice—Department to maintain

effective and efflment operatlons and achieve common objectives.

4. Personally handles or directs difficult, high priority, sensitive or emergency operation tasks, as
appropriate.

5.  Keeps superiors adequately informed of problems. Proposes changes to policies, rules, plans and
operational methods to improve performance of police services.

6. Mamtalns effectlve communlcatlons vertlcally and honzontal!y within the Lieutenant's organizational

8.  Effectively molds §evalops the employees of their work unit into a team.

9. Conduscts-inspections; Investigates complaints or violations of Departmental policies, procedures,
and rules. Assures compliance with these policies, procedures, and rules.

November 1998
July 2009 A



Page 2 - Police Lieutenant

10. Maintains positive relationships with the public.

The pnnmples tactlcs and procedures of the oge#ahenal—area—w#Mn—the
Department to-which-assighed.

+ Modern work planning, management, budgeting erganizatien, motivation and communication
techniques.

« Relevant laws, court decisions and ordinances that affect police operatlons
» Local government operations.
» Departmental rules and regulations.

Skill and Ability to:

objectives setlting, and

= Maintain productivity improvement.

+ Assure employee development and motivation,
+ Manage the technical aspects of various police activities.
« Communicate eﬁectlveiy beth verbaliy and in wntlng

= Maintain effective % s With labor &t
relations-

* Function as part of a management team.
+ Plan, organize and coordlnate the work of subordmate personnel

Any combination of training and experience that could likely provide the required knowledge, skill and

ability would be qualifying. A typical way to obtain the knowledge, skill and ability would be:
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Page 3 - Police Lieutenant
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Requires vision {(which may be corrected) o read small print.

Requires the mobility to stand, stoop, reach, and bend. Require mobility of arms to reach and
dexterity of hands to grasp and manipulate small objects.

Requires the ability to stand for long periods.
Requires the ability to walk long distances.

Performs work which involves the frequent lifting, pushing, pulling or dragging of objects which may
approximate 75 pounds and may occasionally weigh up to 165 pounds.

May be required to work around foul odors.
May be required to work around loud noise.
Is subject to office and outside environmental conditions.

May be required to attend periodie evening meetings oTiS
travel within and out of City boundaries to attend meetings.

May be required to work evenings or weekends.

SR T

tie and/or to
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HUMAN RESCURCES DEPARTMENT

This tep management classification is in the classified service eategery. This position serves as a
Bureau Commander within the Police Department, and provides highly responsible and technical
management assistance to the Chief of Police. This position may act for the Chief of Police as

assigned.

The following tasks are essential for the positions assigned to this classification. Any single position
may not perform all of these tasks, and/or may perform similar tasks not listed here.

1.

Assists the Chief of Police in preparing the annual budget, anticipating the resources required
for the Police Department to provide satisfactory and responsive profection of the residents of
the W:f”l; City.

Identifies and assesses the nature of problems impacting the effectiveness of Police
Department service delivery. Takes corrective action in consultation with the Chief of Police.

assigned Bureau.

Prowdes technlcal adwce and assistance directing and supervising the investigations of the
most difficult or major criminal cases, and supervising preparation of cases for court.

Stays up-to-date on the—police—service—knowledge ==
essential to maintaining efficient and effective Bureau de

ds and practices
Assures the integrity of Departmental services and professional image are maintained by
as&gmng and coordmatlng investigations of personnel complalnts Revaews the resulis—and

n  May represent the Chief of Police at Civil Service Commission 'hke%armgs)and other
events as assigned.
Trains, supervises, and develops competent middle managers and supervisors.

appropriately Informdregardmg their duties and responsibilities.

November 1998
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Page 2 - Police Captain

11.

12.

13.

Keeps the Chief of Police adequately informed of Bureau performance and probiems,
and proposes changes to policies, rules, plans and operational methods to ensure police
services are responsive to the needs of the community and are cost effective.

Projects a positive image to individuals and groups as a professional, competent, and helpful
manager.

Keeps abreast of pelising, concerns, problems, and hazards within the City and exercises
initiative in finding workable solutions to them.

Pollce traffic, mvestlgatlon and admlnlstratlve support pnnmples tactlcs and procedures

Modern planning managemenf, budgeting, organization, motivation and communication
techniques.

Relevant laws, court decisions, and ordinances that affect community safety operations; local
government operations.

Skill and Ability to:

Function as part of a management team.
Plan, supervise, and coordinate the work of subordinates.

Conduct studies of operational problems and needs and prepare accurate reperis and
recommendations.

Establish and maintain effective working relationships.

Perform organizational performance evaluations.

Perform program evaluations.

Perform productivity improvement and cost/benefit analysis.

Maintain employee development and motivation, particularly supervisory personnel.
Manage the technic I aspects of various pofice activities.

November 1998
June 2009 ¢
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Requires vision {(which may be corrected) to read small print.

Requires the mobility to stand, stoop, reach, and bend. Require mobility of arms to reach and
dexterity of hands to grasp and manipulate small objects.

Requires the ability to stand for long periods.
Requires the ability to walk long distances.

Performs work which involves the frequent lifting, pushing, pulling or dragging of objects which
may approximate 75 pounds and may occasionally weigh up to 165 pounds.

May be required to work around foul odors.
May be required to work around loud noise.

Is subject to off' ice and outside enwronmental condmons
’ tie and/or to

travel within and out of City boundaries to attend meetlngé
May be required to work evenings or weekends.
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***OFFICIAL MINUTES EXCERPT**%*

REGULAR MEETING OF THE July 1, 2009
CIVIL SERVICE COMMISSION, ' 7:00 P.M.
CITY OF CULVER CITY,

CALIFORNIA

Call to Order & Roll Call

The meeting of the Civil Service Commission was called to
order at 7:00 P.M.

Present: Chair Michael Whitaker
Vice Chair Sharon Zeitlin
Commissioner Richard Cchoa
Commissioner Sandy Stivers
Commissioner Dan Gallagher
Item A-4

Revised Classification Specifications: Police Sergeant,
Police Lieutenant and Police Captain

Staff provided a summary of the material of record.

Discussion between the staff and the Commission included:
post-certification requirements; levels of certification;
the advanced certificate; proposed changes to ensure
consistency in  the language; clarification regarding
ambiguous language and the culture of the Police
Department; clarification regarding essential job duties of
Police Lieutenant; including language to indicate that “the
Police Lieutenant provides the tools and training necessary
to exceed the minimum expectations”; positions that require
a college degree and reflecting that in the class
specifications; clarification regarding assigned bureaus;
the Assistant Chief classification; the length of time
allowed to achieve a degree; clarification that all levels
of complaints are investigated; <clarification that the
animal services officer is supervised by a police sergeant;
vertical and Thorizontal terminology; and clarification
regarding modern planning.

MOVED BY COMMISSIONER WHITAKER, SECONDED BY VICE CHAIR
GALLAGHER, AND UNANIMOUSLY CARRIED THAT THE CIVIL SERVICE
COMMISSION APPROVE THE REVISED CLASSIFICATION
SPECIFICATIONS FOR PCLICE SERGEANT, POLICE LIEUTENANT AND
POLICE CAPTAIN.
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