SCHOOL LIAISON OFFICER

GENERAL DESCRIPTION OF THE POSITION: Visualized as a counselor, resource person, and educational aide, in addition to being a law enforcement officer, who by definition has an obligation to serve, protect, and uphold the law.

SUPERVISION RECEIVED: Work is performed under the general supervision of the Public Safety Chief or their designee.

ESSENTIAL FUNCTIONS:

· Allows students the opportunity to get acquainted with an officer of the law in an informal, non-authoritarian setting.

· Provide a convenient and confidential setting where children may feel at ease to talk about the law where they have a concern.

· Act as a resource for classroom lectures, demonstrations and discussions with students on law enforcement related topics.

· Be available for parent/student conferences.

· Provide the students, school administrators and teachers with a readily available police counselor to give them a better understanding of what the law provides.

· Speak at community service organizations on youth related topics.

· Direct students to appropriate agencies for help.  This would include encouraging students to self-refer.

· Provide assistance to human services and social agencies working with school age children and their parents.

· Act as a referring agent in child abuse and neglect.

· Provide preventative patrol in the school areas in order to reduce loitering on or around the school premises, reduce vandalism, truancy, drug and alcohol use, traffic management, assaults, and other actions of anti-social behavior.

· Provide personal preventive patrol as requested by the school administration for special school functions such as athletic events, school dances, band concerts, etc.

· Take appropriate enforcement action as a police officer when circumstances dictate.

· Provide statistical information with reference to student contacts and problems.

· Work cooperatively with the staff and district in fulfilling the district’s vision, mission and focus.

· Enforces city ordinance and state statutes by issuing warnings and citations to students.

· Communicates and deals effectively with students, school personnel and community members to promote public relations.

· Perform all other duties as may be assigned by the superintendent, building principal or director of public safety.

· Performs security patrols, traffic control, investigation and first aid at accidents, detection, investigation and arrest of persons involved in crimes or misconduct.

· Works an assigned shift using own judgment in deciding course of action, expected to handle difficult and emergency situations without assistance.

· Prepares a variety of reports and records including officer’s daily report, reports of investigation, field interrogation reports, alcohol reports, influence reports, breathalyzer check list, bad check forms, vehicle impoundment forms, traffic hazard reports, etc.

· Coordinates activities with other officers or other city departments as needed, exchanges information with officers in other law enforcement agencies, and obtains advice from the City Attorney, Court Administrator, and Municipal Prosecutor’s Office regarding cases, policies and procedures, as needed and assigned.

· Maintains contact with police supervisory personnel to coordinate investigation activities, provides mutual assistance during emergency situations and provides general information about department activities.

Note: The functions listed above illustrate the various types of work that may be performed. The omission of a specific statement of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

OTHER FUNCTIONS

· Maintains department equipment, supplies and facilities.

· Maintains contact with general public, court officials, and other city officials in the performance of police operating activities.

JOB REQUIREMENTS

General:
· Must be 21 years or older at the time of employment;

· Must possess, or be able to obtain by time of hire, a valid state driver’s license without record of suspension or revocation in any state;

· Have no felony convictions (including expunged convictions);

· U.S. citizen;

· Must be able to read and write the English language;

· Must be of good moral character and of temperate and industrious habits;

· Have ability to meet department’s physical standards.

Education and Experience:
· Bachelor’s degree from an accredited college or university.

· An Associate’s degree combined with one (1) year of law enforcement experience may be substituted for the Bachelor’s degree requirement.

· Current State of Michigan Certification for Police Officers.

Necessary Knowledge, Skills and Abilities:
· Knowledge of modern law enforcement principles, procedures, techniques, and equipment;

· Skill in the operation of the tools and equipment listed below;

· Ability to learn the applicable laws, ordinances, and department rules and regulations;

· Ability to perform work requiring good physical condition;

· Ability to work with youth in a positive way;

· Ability to demonstrate sensitivity and respect for the educational environment;

· Ability to work as a member of a team; ability to effectively meet and deal politely with the public; ability to establish and maintain effective working relationships with employees, supervisors, and other departments.

· Ability to communicate effectively verbally and in writing; ability to follow verbal and written instructions; ability to accurately record and maintain records;

· Ability to exercise sound judgment in evaluating situations and in making decisions, ability to think quickly and act appropriately in emergency situations; ability to function under time pressure; willing to work extra hours; ability to accept change in the work environment and adapt appropriately; and display to the employer’s satisfaction the ability to consistently meet these listed abilities on a daily basis.

TOOLS AND EQUIPMENT USED

Police car, police radio equipment, radar gun, handgun and other weapons required, sidehandle baton, handcuffs, breathalyzer, first aid equipment, computer and tape/digital recorder.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and talk or hear. The employee is occasionally required to stand; walk; run; use hands to finger, handle, or operate objects, controls, or tools listed above; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell.

The employee must occasionally lift and/or move more than 100 pounds. Specific vision abilities required by this job include close vision, distance vision, color visions, peripheral vision, depth perception, and the ability to adjust focus.

The employee must operate tools and equipment as listed under Tools and Equipment Used.
WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. 

While performing the duties of this job, the employee frequently works in outside weather conditions. The employee occasionally works near moving mechanical parts; and with explosives, and is occasionally exposed to wet and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals, extreme cold, extreme heat, and vibration.

The noise level in the work environment is usually moderate.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

POLICE OFFICER
1
REVISED 4-2025

