EMPLOYEE NAME: _________________________________________
07/15
CITY OF ELIZABETHTOWN

JOB DESCRIPTION

JOB TITLE:  School Resource Officer–Police Dept. 
CLASS: 6P Seasonal
SEASONAL POSITION
CHARACTERISTICS OF THE JOB:  

The School Resource Officer (SRO) is responsible for work primarily at a local high school to enhance school safety and to identify and address crime and disorder problems.  This officer typically acts as a mentor, role model and leader to the students.  He/she is responsible for all calls for police service on their assigned school campus.  This position will work closely with the school administration in the area of security and disturbance response.  The officer will act as a police deterrent to criminal behavior.  This officer will complete paperwork for any action taken while on school grounds and be available for any court proceedings that arise from law enforcement actions taken.  This officer will be considered as a seasonal employee, working only when the school year is in session. (No more than nine months per work year).  The School Resource Officer will report to the Administrative Sergeant.  
EXAMPLES OF DUTIES:

This officer will patrol the school campus including the nearby roadways for traffic and safety concerns in addition to being inside the school during class time.  The officer will be available to speak with students on matters related to law enforcement as well as presenting programs on different topics that may meet the school’s needs.  This officer will conduct programs at the school such as the Ghost Out Program, mock crash investigation and other programs related to drugs and alcohol abuse. The officer will be the first responder to any call for service on the school campus and will take appropriate police enforcement action when needed including making arrests, interviewing witnesses, suspects and victims.  They will be able to answer police related questions that teachers may have and be knowledgeable on current juvenile laws and processes including arrest and search and seizure.  The officer will be available to work at EPD if school is out and a shift needs coverage.
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ELIGIBILITY REQUIREMENTS:
1. High school graduate or GED.

2. Must be a Kentucky Certified Police Officer as recognized by the Department of Criminal Justice Training (DOCJT).

3. Be able to attend and pass the School Resource Officer Certification class from DOCJT

4. Must have computer skills and ability to use department computer system.

5. Must be able to type and perform general clerical duties.

6. Be able to follow and understand instructions.

7. Resident of and agree to reside in Hardin County, Kentucky.

8. Meet all application requirements of the City of Elizabethtown Police Department and the Department of Criminal Justice Training.
9. U.S. Citizen, 21 years of age or older.

10. Read, write and communicate in English.

11. Orderly, law abiding citizen of sobriety and integrity.

12. May be required to pass pre-employment drug test and polygraph.

13. Successfully pass a background check that demonstrates that the applicant is free from any personal problems that would tend to render him/her unfit to be a representative of the Police Department. Such background check shall include but is not limited to, inquiry as to the credit standings, morality, criminal record or character of the applicant.

14. Clean and neat in appearance and possess the ability to speak clearly in person and on the phone, to effectively meet and deal with the public.

15. No felony, or theft, or drug convictions.

16. Physically able to perform essential job functions.

17. Must continue to meet DOCJT annual 40 hour training requirements.
18. Must take continuing education classes in the area of School Resource Officer training if made available.

ESSENTIAL JOB FUNCTIONS:
The duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements or duties does not exclude other work which may be required.
1. Able to perform specific duties as defined in Example of Duties

2. Deal courteously with the students, teachers and public.
3. Maintain a working knowledge of the Police Department, the juvenile justice system and current trends in law enforcement.

4. Be able to maintain confidentiality of information on police reports especially those involving juveniles.

5. When possible, work after hours events such as ballgames, dances and prom.

6. Improve the schools perception as a safe learning environment and deter misconduct by remaining highly visible in the halls, cafeteria and gymnasium.

7. Keep a good working relationship with other members of the department.

8. Able to use a computer and fax machine to retrieve and distribute information.
9. Meet with Administrative Sergeant monthly to discuss issues relating to the schools and other SRO’s. 

10. Provide monthly reports to Administrative Sergeant on work done, classes taught or                     programs the SRO was involved in by the 5th day of the following month.

11. Demonstrate a willingness to follow and comply with Elizabethtown Police Policy and                 Procedures.

The SRO is hired by the Mayor and assigned to a school by the Chief of Police.  The SRO is hired as a resource officer only.  Therefore, if for some reason, the officer is no longer needed in the SRO positon that officer’s employment with the City of Elizabethtown will end.

I understand that I am being hired (or promoted) based on my ability to successfully complete a reasonable job orientation period and to subsequently perform the above listed duties in addition to other duties as assigned.  I acknowledge receipt of the City of Elizabethtown Personnel Policies and Procedures, Safety Program and Drug-Free Workplace Policy and I agree to abide by all requirements.  I also acknowledge the Equal Employment Opportunity Standards which are part of the Personnel Policies and Procedures and I agree to comply with those standards.

___________________________________ 
_________________________
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DATE
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