
TownofTilton

Job Description: Administrative Assistance, Full Time, Hourly, Non-Exempt
May 7,2014

POLICE DEPARTMENT ADMINISTRATIVE ASSISTANT

JOB SUMMARY

The Police Administrative Assistant performs a wide range of general office duties
involving a variety ofclerical procedures to include but not limited to preparing
correspondence, typing, copying, faxing, mail distribution, etc.

SUPERVISION RECEIVED

Reports directly to the Chiefof Police and functions under the general supervision of the
Captain.

None.

SUPERVISION EXERCISED

ESSENTIAL DUTIES AND RESPONSIBILITIES

Receive and execute verbal or written directions

Translate, type or enter into RMS (records management software) sometimes,
sensitive or confidential material related to criminal or internal investigations
Receive, sort and respond to correspondence, which is sometimes is confidential
or sensitive in nature

Has access to highly confidential employee records and information; required to
maintain confidentiality of those records and information
Has working knowledge of Human Resources Records Management and works
closely with Human Resources Officer
Assist with budget preparation
Assist with or prepare weekly payroll reports
Prepare statistical or data reports
Type moderately difficult material, which may require the exercise ofjudgment in
processing information within specified format
Prepare routine correspondence within specified format and reimbursement
requests

Check words for accuracy, including spelling, punctuation, and grammar
Perform general office receptionist duties








