Capitol Police Assistant

                                                Job Code ACV39130

CLASSIFICATION SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV39130

	Job Class Code:
	660
	Salary Schedule:
	AREG

	EEO Category:
	04
	Grade:
	16

	Workers Comp Code:
	7720
	
	

	
	
	
	

	Job Code Established:
	01/06/00
	Effective Date:
	

	Job Code Revised:
	10/23/00
	Effective Date:
	


JOB CODE SERIES: Public Protection and Public Order Series         


        
JOB CODE TITLE:
CAPITOL POLICE ASSISTANT
HRIS TITLE:

CAPITOL POLICE ASST 

CHARACTERISTICS OF THE CLASS:  Under general directions of a Capitol Police Sergeant, the Capitol Police Assistant will be responsible for controlling traffic and enforcing parking regulations including the issuance of parking citations; will assume any duties necessary to protect the lives and property of residents and employees of the State of Arizona; interpret written and verbal instructions, policies and regulations; may act as a lead police assistant and as a field training officer regarding the training of new employees; make periodic patrols of buildings and premises including the reporting of conditions constituting fire or other safety/security hazards; assist in the fire protection at assigned institutions and participate in fire drills.  The Capitol Police Assistant will also guard against trespassing or damage to property; maintain order around visitors and residents; communicates with a demanding and diverse public in answering questions and providing information and direct parking of automobiles.  The Capitol Police Assistant will detect trespassers, thieves and other violators and may be required to drive patrol cars.  Prepares detailed logs will be used by police officers and investigators.  May testify in court regarding actions taken.  The Capitol Police Assistant will have authority to assume control of the assigned post or area to include challenging anyone whom he/she suspects may be unauthorized to be in the area of assignment. He/she has authority to report and request assistance with altercations based on the guidelines provided.  The Capitol Police Assistant has the authority to issue parking citations for violations.  The Capitol Police Assistant has the authority to call the appropriate authorities for response to fire or injury.  The Capitol Police Assistant has the authority to testify in court.  Work product consists of secure facilities; accurate logs; parking citations; orderly visitors and residents; notification of trespassers, thieves and other violators; well conducted and documented searches for patients.  The result of this work will be state facilities that are well patrolled and guarded to invoke a safe working environment for the employees.

EXAMPLES OF DUTIES:  (The specific activities will vary depending on the size of activities of the agency).  Controls traffic and enforces parking regulations.  Issues parking citations.  Conducts duties necessary to protect the lives and property of residents and employees of the State of Arizona.  Patrols buildings and premises including the inspections and reporting of conditions constituting fire or other safety/security hazards.  Guards against trespassing or damage to property.  Maintains order around visitors and residents.  Detects trespassers, thieves and other violators.  Interprets written and verbal instructions, policies, and regulations.  Assists in the fire protections at assigned institutions and participates in fire drills.  Communicates with a demanding and diverse public in answering questions and providing information and direct parking of automobiles.  May be required to drive patrol cars.  Prepares detailed logs and may be required to prepare written reports of incidents.  May testify in court regarding actions taken.  May 
receive cross training in the communications center to provide back up during critical events.  Performs related work as required.
WORK CONDITIONS:  Varying shifts and locations.  May be physically demanding and occasionally hazardous.  Requires lifting, repetitive hand and eye movement, and the use of a variety of office and police related equipment.  Will be required to sit or stand for extended periods of time.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: record keeping and the use of two way radios.  Considerable knowledge of security procedures and fire inspections methods and  state statutes, policies and procedures.  Good knowledge of first aid methods; state government; facility layouts and locations.  Specialized knowledge of parking rules.  Some knowledge of parliamentary procedures.

Skill/Ability to:  dealing with the public; responding to emergencies; search and rescue; comprehensive report documentation; operating police vehicles; first aid; dealing with confrontational situations; written and verbal communications; exercising independent judgment; recognizing emergency and hazardous situations.  Strong interpersonal skill.

EXPERIENCE AND EDUCATION: Typical ways to obtain the KSAs would be:  Must be at least 18 years of age and have a high school diploma or General Equivalency Diploma (G.E.D.);  must be a citizen of the United States; possess an Arizona Drivers License with a good record over the past three years; must not have been convicted of a felony crime or dishonorably discharged from the United State Armed    Forces;

must not have sold, produced, cultivated, or transported marijuana; must not have used marijuana in the past   three years; must not have sold, produced, cultivated, or transported dangerous drugs or narcotics;

must not have used dangerous drugs or narcotics in the past seven years; and must be physically fit to perform the requirements of the position. Any combination of training and experience that meet the knowledge, skills, and abilities (KSAs) may be substituted. 

SPECIAL SELECTION FACTORS:  Must pass a medical examination, polygraph examination and background investigation.

