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  OFFICE OF STATE PERSONNEL

              BANDED POSITION DESCRIPTION FORM

	Name of Employee 

Sam Spade
	Present Classification Title  Public Safety Officer


	BEACON Position Number
65004365
	Usual Working Title of Position

Police Officer

	Department, University, Commission or Agency
DHHS, Div MHDDSAS
	Institution & Division
John Nash Psychiatric Hospital

	Street Address, City and County 

117 Raleigh Rd, Smithfield, Johnston Co
	Section & Unit
Police Department

	Location of Workplace, Bldg. And Room Number
Public Safety Building
	Supervisor's Position Title & Number
Public Safety Supervisor, 4455-2789-2006

	Name of Immediate Supervisor

J Chen
	Work Hours (i.e. 8:00-5:00pm, etc.)
7:00-4:00

	Work Schedule (i.e. Mon-Fri, rotating shifts, etc)
Sunday-Monday-rotating shift
	

	Primary Purpose of the Organizational Unit  
The Police Department is a 24/7 operation that is charged with protecting clients, staff, visitors, and property of John Nash Psychiatric Hospital and surrounding area(s) as assigned.  
Primary Purpose of Position
Protect clients, staff, visitors, and property at John Nash Psychiatric Hospital on a 24-hour/7-day a week basis.  The Public Safety Officer, contributing level, is charged with the provision of state and federal law enforcement for this facility and/or surrounding areas for which the police department has “mutual aid” agreements.  Subject position possesses full powers of arrest in order to control and enforce traffic, criminal investigation, search and seizure, service of warrants and subpoenas, suspect apprehensions, collection and preservation of evidence, enforcement of chain-of-custody, and participation in court proceedings.  Position responds to complaints and/or calls that require intervention and/or investigation.  As such, position serves as a patrol officer, detective squad member, or crime prevention officer. 


	40
%


	Description of Work:  Describe the purpose of the job, and the major functions in which the employee participates or for which the employee is responsible.   In the small left-hand column, indicate the percent of time the employee spends in each functional element. The percentage amounts should add up to 100%.  In addition, please place an asterisk (*) next to each essential duty/function..

LAW ENFORCEMENT

Provide technical support.  Provide security and observe activities in campus buildings and on campus grounds.
Patrol areas to ensure that traffic and parking is conducted within legal parameters.

Evaluate emergencies immediately; determine immediate action required based on incident.  Applies appropriate laws, policies, and processes/procedures to an incident investigation. 

Coordinate and conduct searches for clients who leave the hospital grounds without permission.  .Control situations that involve violent and/or disruptive behaviors as exhibited by clients, visitors, and /or staff members. 

Equipment Operations/Maintenance.  Operate and maintain police vehicle and in-vehicle equipment (including radar, lights, sirens, computer, hand/shot guns, batons, handcuffs, and OC spray) according to SOP and users’ manual.
Traffic Control/Motorist Assistance.  Investigate accidents, conduct motor vehicle stops, report and resolve traffic violations, hazards, provide motorist assistance, and assist journey level officers with accident investigations. 

Crime Deterrence/Detection and Investigations.  Serve arrest warrants, subpoenas, and other legal process documents.  Conduct building/grounds security checks.  Respond to citizen complaints/concerns; conduct preliminary/follow-up to investigations; establish/secure crime scenes; and conduct arrests/searches. 

Community Assistance. Serve as first responder to incidents (hazardous waste spills, medical contaminants, illegal possession of drugs/weapons). 

Court processes. Present clear, concise evidence and facts during appearances in court.  
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	Description of Work:  (continued)  
COMMUNICATION

Public Contact.  Serve as liaison regarding public safety issues to internal and external customers, including hospital staff (medical personnel, administrators, operations personnel, clients, visitors, and other law enforcement agencies such as the sheriff’s department, FBI, OSI, as well as criminal and traffic courts and lawyers.  Relays emergency information clearly and accurately; uses effective inquiry and interview techniques; presents concise evidence; relays radio messages using police codes. 

Written Communication.  Completes detailed departmental and state forms within the specified timeframe. Develops prosecution summaries; records facts and prepares reports to document preliminary and follow-up investigations. 

Chain-of-Command/Chain-of-Custody.  Follows organizational and legal policies and procedures when addressing and/or processing situations.  Possesses and uses knowledge of street, building, and landmarks layouts. 
Uses agency and community resources to enhance public safety services. 
Recognizes and addresses hospital employees, clients and visitors to build trust and to become familiar with employees.  Checks for understanding, asks appropriate and timely questions and conducts follow-up questions to achieve customer needs.  Follows chain-of-command. 

Safety.  Follows and applies safety measures with use of equipment (guns, vehicles) and policies and procedures during the investigation of a crime, accident, or during a traffic stop.  Protects the public, staff, clients, and self from potential harm by following protocol during crisis situations. 

Identifies appropriate equipment, supplies, and materials that are needed to ensure safety.  Tests, cleans and ensures that equipment is in safe, efficient, effective order.  Stores equipment in a safe manner.  


	Change in Responsibilities or Organizational Relationship:



	Competencies:  Knowledge, skills, abilities and behaviors required in this position? What educational background is needed to perform these duties and responsibilities? What kind or work experience is needed?

Education requirement:  Incumbent must have graduated from high school or earned a high school equivalency certificate.

Necessary special qualification:  Incumbent must have earned a certificate as a law enforcement officer in accordance with the provisions of the North Carolina Criminal Justice Training and Standards Commission (Basic Law Enforcement Training). 

Competencies:

Functional Competencies: 

Technical Knowledge:  Demonstrated knowledge of 
- Criminal and traffic laws to regularly enforce criminal and traffic violations. 
- Investigative techniques and case preparation requirements for routine incidents, traffic, and criminal cases. 
- Standard law enforcement equipment, its care, and safe use and storage according to Department General Orders.  

- Performance of community policing. 

Analytical and Conceptual Thinking: Differentiate crime level, identify crime type, and to initiate appropriate action. 
Problem Solving:  Understanding of criminal activities and trends and the capacity to detect crimes and incidents and to apply the best practice. 

Communication Skills: Communicate effectively through interpersonal interactions and written documentation. Knowledge of the court process and capacity to clearly and concisely present evidence. 

Organizational Awareness and Commitment:  Understanding of department vision, mission, and core values. 

Behavioral Competencies: 

Safety Awareness:  Demonstrate safe operation of vehicles and other police equipment without endangering others.  
Customer Service: Demonstrate community policing practices, as well as experience in establishing and maintaining solid relationships with staff, other agencies, and clients 


	License or Certification Required by Statute or Regulation:  Is a license or certificate required?  What kind and type?

Incumbent must possess a certificate of completion of Basic Law Enforcement Training.  



 


   Employee's Signature/Title
     Date


     
  Supervisor's Signature/Title                       Date                              

_________________________________________________

HR Manager or designee Signature

Date
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