
Administrative Assistant 
 

General Statement of Duties 
 

Performs office and secretarial work to support the Franklin Police Department. 
 

Distinguishing Features of the Class 
 

An employee in this class performs a full range of general office management and 
secretarial duties designed to aid the Franklin Police Department in its mission to protect life 
and property in the Town of Franklin. Work includes communicating directly with the public by 
assisting walk-ins and taking phone calls, answering questions about police department 
assignments, greeting visitors, organizing evidence, maintaining departmental schedules – 
including court schedules, administering departmental purchase orders, distributing subpoenas 
within the department, keeping track of time sheets and compensatory time of departmental 
employees, submitting incident-based reporting data, tracking departmental spending, and 
managing the department’s filing system.  

Work is performed in accordance with Town and departmental policy, and state and 
federal laws, supplemented with specific directions from the Police Chief. Work involves 
frequent public contact, which includes development and maintenance of rapport with citizens 
and visitors. Employees must exercise judgement, initiative and calm control when interacting 
with the public. Considerable tact and courtesy are required in public contact functions, and 
considerable organizational skills in managing evidence. Initiative is required in the performance 
of duties. Work is performed under the general supervision of the Police Chief.  

 
Duties and Responsibilities 

Essential Duties and Tasks 
 Receives calls and complaints from town residents and visitors, and may work 

with a high volume of citizens by phone and in person. 
 Answers questions and concerns regarding police department duties; explains 

law enforcement processes and policies, and attempts to resolve complaints, or refers to other 
staff.  

 Notifies patrol officers and patrol sergeants, or police division supervisors, about 
citizen/departmental inquiries. 

 Ensures all time sheets are accurately submitted, and compensatory time is 
accumulated accurately before time sheets are submitted to Human Resources/Payroll.  

 Sorts and distributes mail for department, weighs postal packages; runs mail 
through meter; processes certified mail. 

 Maintains court schedule for department, and other pertinent information to 
improve organizational cohesion. 

 Issues subpoenas within the department. Delivers case files to the District 
Attorney’s Office. 

 Maintains all evidence, to include logging the evidence items, storing items, 
sending evidence items to lab, and checking items in and out for court proceedings.  

 Manages departmental purchase orders in accordance with Town of Franklin 
policy, and distributes uniform orders.  

 Tracks departmental spending, and codes invoices for payroll. 
 Files all master files and organizes files sequentially.  
Additional Job Duties 
Performs related duties as required.  
 



 
Recruitment and Selection Guidelines 

Knowledge, Skills, and Abilities 
Considerable knowledge of computer programs and software. 
Ability to multi-task and attention to detail. 
Ability to deal effectively with the public in tactful and effective manner in routine and 

stressful situations, and to establish and maintain effective working relationships with co-
workers and the public.  

Ability to process and complete necessary records, reports, and other paper work to 
provide quick and efficient customer services. 

Ability to operate calculator, and related office equipment.  
Ability to communicate effectively in oral and written forms. 
 Ability to prepare clear and concise reports. 

 
Physical requirements 
 Must possess the visual acuity to prepare, organize and distribute departmental 

files, to operate a computer, and to read extensively. 
 Must be able to perform sedentary work, exerting up to 20 pounds of force 

occasionally and/or a negligible amount of force frequently or constantly to move objects. 
 Must be able to perform the basic life operational skills of kneeling, reaching, 

walking, lifting, fingering, grasping, feeling, talking, hearing, and repetitive motions.   
 
Desirable Training and Experience 
Graduation from High School or equivalency with certificate in office management or 

computer information technology, and some experience involving heavy public contact; or an 
equivalent combination of education and experience. Graduation from community college with 
concentration in office management, supplemented by coursework in computer technology is 
desired. 

 
Special requirements 
Must successfully complete Property & Evidence Room Management Course at the N.C 

Justice Academy within one year of employment.  
 
 


