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OFFICE OF STATE PERSONNEL

POSITION DESCRIPTION FORM

	Name of Employee 

S. Holmes
	Present Classification Title
Public Safety Supervisor-Advanced

	BEACON Position Number
65009485
	Usual Working Title of Position
Police Chief

	Department, University, Commission or Agency
DHHS
	Institution & Division
XXX Hospital

	Street Address, City and County 
	Section & Unit
Police Department 

	Location of Workplace, Bldg. And Room Number
Public Safety Building
	Supervisor's Position Title & Number
Public Safety Supervisor XXXX-XXXX-XXXX-XXX

	Name of Immediate Supervisor

Ben Boss
	Work Hours (i.e. 8:00-5:00pm, etc.)
8:00-5:00 p.m.

	Work Schedule (i.e. Mon-Fri, rotating shifts, etc)
Mon-Fri, 8:00-5:00 p.m.
	

	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 XXX Hospital and surrounding area(s) as assigned. 

Primary Purpose of Position

Incumbent supervises, coordinates, and implements the security of the infrastructure of XXX Hospital.  Position is charged with management of personnel and personnel policies/procedures such as hiring and developing employees, conducting counseling and disciplinary actions, firing, prioritizing and scheduling work assignments, and providing leadership to subordinates.  Also, position serves as liaison to other law enforcement agencies and county/city officials for the purpose of planning and implementing joint operations and emergency response.  Position is charged with the development, implementation, and enforcement of policies and procedures with regard to security and emergency response for the hospital.  Budgetary responsibilities include the oversight of the purchase, distribution, and use of police equipment and supplies.  Position is a member of the hospital management team and provides advice on law enforcement matters.  


	40%

20%
20%
	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..

Personnel Management:  Provide direction to staff with regard to traffic control and investigative procedures.  To this end, position prioritizes and schedules work; reviews and determines quality and quantity of work; develops operating standards as well as individual work expectations; coaches employees, and is directly involved in the hiring and firing of employees. 
Conveyance of traffic and investigatory laws, rules, regulations, and processes.  Position guidance and oversight to all police officers with regard to the implementation of legal and procedural law enforcement.  
Oversee staff training and development.  Ensure that all law enforcement officers are appropriately certified as BLET.  Acquisition of certificates for intermediate/advanced law enforcement training and course work (investigatory procedures) is tracked by this position. 
Budgetary responsibilities include identifying equipment supply and training needs and defending requests for projected expenditures. 
Public Contact:  Position serves as community liaison for external and internal customers.  This includes medical staff, operational staff, administrative staff members, local law enforcement officials, local government officials, and the public.  Position communicates legal/regulatory information; consults with law enforcement officials; issues commands to subordinate staff; and promotes community involvement.  
Listen and evaluate the perspectives of hospital management, local law enforcement officials, and local government officials as well as the public in order to plan and to implement projects.  Position must weigh the impact/consequences of decisions that are made and how they affect the community as a whole.  

Position interprets laws, rules, and/or regulations that impact local as well as statewide programs/activities. 

Position notifies local law enforcement and hospital management of illegal activities that have occurred.  Position serves as the media representative for the hospital with regard to law enforcement issues/information/updates.  

Provide and practically effect technical support.   Position actively manages emergencies by ensuring that adequate resources (personnel, equipment, support) are on-scene.  Position incorporates new/updated laws, rules, regulations, and procedures; determines case priority and officer proficiency.  Also, position is charged with the development and implementation of preventive measures with regard to accidents and incidents.  
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	Description of Work:  (continued)



	Change in Responsibilities or Organizational Relationship:



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

Competencies:  
Functional: 
HR Management-Hires, develops and retains a high-performing workforce. 

Communication-Clearly conveys verbal, non-verbal, or written information and ideas to individuals or groups to ensure that they understand the message.  Listens and responds appropriately to messages from others. 

Problem-Solving-identifies problems, determines possible solutions, and takes action to resolve the issues. 

Technical Knowledge-Has achieved a satisfactory level of technical and professional skills or knowledge in position related areas and keeps up with current developments and trends in areas of expertise. 
Behavioral:  
Leadership and Influence -Uses appropriate interaction skills and methods to guide individuals or groups to accomplish work
Education/Experience:  Successful completion of a two-year community college or technical school (police science), and four years of experience in law enforcement; including some supervisory experience. 
Decision-Making-Takes action consistent with available facts, constraints, and probable consequences; uses effective approaches for choosing a course of action or develops appropriate solutions and/or reaches conclusions. 



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

Certification as a law enforcement officer in accordance with the provisions of the North Carolina Justice Training and Standards Council.  



 


   Employee's Signature/Title
     Date


     
  Supervisor's Signature/Title                       Date                              




�









