
CITY OF AUGUSTA 
Job Description 

 

Job Title:   Administrative Assistant 

Department:   Augusta Police Department 

Reports to:   Police Chief 

FLSA Status:   Non-Exempt 

Pay Grade:   General Government Union Scale, Range 15 

Revised:   November 2010 

 

GENERAL SUMMARY: 

 

Provides advanced office support and clerical work to Police Chief, Deputy Chief of Police, 

Division Commanders and the Dispatch unit. Responsibilities include facilitating management 

details by acting with authority and as an intermediary on delegated and routine administrative 

matters; and by using independent judgment, initiative and discretion in making determinations 

on varied programs, projects and problems.  

 

ESSENTIAL JOB FUNCTIONS: 

 

 Provide administrative secretarial support for the Police Chief, Deputy Chief and 

Division Commanders. 

 Type, process or manage confidential and routine correspondence for the Chief, 

Deputy Chief, or Division Commanders. 

 Supervise department secretarial, clerical and school crossing guard personnel. 

 Processes, manages and maintains payroll records, accumulated leave, sick, comp. 

time, and vacation time and personnel files for department employees. 

 Manage accounts payable and receivable, process police services billings and process 

all department deposits for audit, maintaining and tracking all records relating to 

incoming funds.  

 Receives calls or e-mails, ascertains the nature of the inquiry and provides assistance 

or refers to appropriate staff for answer or action. Takes messages, sets up meetings 

and refers callers to the appropriate staff or secures the requested information and 

relays it to the inquiring party 

 Manage and/or oversee the department’s Federal, State or any other Grants. 

Maintains accurate documentation and reporting.  

 Schedule polygraph, psychological and medical exams for candidates and department 

personnel as required. . 

 Manages employee training records to include scheduling employee training and 

recording completion of course instruction. 

 Process and manage worker’s compensation records and file first reports of injury.  

 Managing the department’s purchases and bids while maintaining the department’s 

compliance with the City’s purchasing system and ordinance. 

 Setting up and maintaining both hard copy and electronic file systems. 

. 



 Arrange travel plans and accommodations for Chief, Deputy Chief or other persons 

from department authorized to travel outside the city on business.  

 All other duties as assigned by the Police Chief. 

 

 

SUPERVISORY RESPONSIBILITIES: 

 

Provides supervision for the secretary in Criminal Investigation Division, any Police Clerk(s) 

and the School Crossing Guards 

 

KNOWLEDGE/SKILL/ABILITIES REQUIRED: 

 

 Proficient knowledge of general office equipment and procedures. 

 Strong work ethic, time management and organizational skills. 

 Ability to deal courteously and effectively with the public as well as establish and 

maintain effective working relationship with co-workers and other city departments. 

 Considerable knowledge of business English, grammatical construction, spelling, 

punctuation, arithmetic, and possesses excellent vocabulary. 

 Ability to oversee multiple tasks and projects concurrently. 

 Ability to communicate effectively both orally and in writing. 

 Ability to work independently while handling sensitive/confidential matters.  

 Ability to obtain and maintain CJIS certification. 

 Understanding of workers’ compensation laws, MPERS laws, and union contracts as 

well as having payroll and bookkeeping skills. 

 Ability to rapidly acquire considerable knowledge of administrative, operational and 

procedural regulations and practices of the department as well as State law. 

 Ability and initiative to use resourcefulness and tact in meeting new problems.  

 Ability to successfully complete personal and criminal background check for 

employment in position.  

 

EDUCATION AND EXPERIENCE: 

 

 Associate’s degree or two (2) years secretarial certificate and at least five (5) years 

experience in administrative or clerical work, or an equivalent combination of 

experience and training with considerable experience in secretarial and bookkeeping 

work of a progressively responsible nature involving contact with the public.  

 

WORKING CONDITIONS/PHYSICAL DEMANDS: 

 

 Generally normal office working conditions. 

 May be exposed to the elements/individuals in volatile situations. 

 Occasional light to moderate lifting. 

 May be required to work such time as demanded by project or task. 

 

 



The above statements are intended to describe the general nature and level of work being 

performed by people assigned to this job. The above is not intended to be an exhaustive list of all 

responsibilities and duties required. 

 

 

 

 

 

 

 

 

_______________________________________   __________________ 

Employee Signature        Date 

 

 

 

 

_______________________________________   __________________ 

Supervisor Signature        Date 

 

 


