- """" = o CITY OF JOLIET

O TS POSITION DESCRIPTION
TITLE: Police Management Assistant JOB CODE:
DEP/DIV: Police ESTABLISHED: 02/01/2026
REPORTS TO: Chief of Police FLSA STATUS: Exempt
EMPLOYEE STATUS: Permanent/Full-time LOCATION: Police Department

SALARY/GRADE: Classification 7/Group III
$70,000 - $118,787

GENERAL PURPOSE

Under the general direction of the Chief of Police or designee, the Police Management Assistant
position is responsible for ensuring fiscal accountability, operational integrity, and transparency in
compliance with all City, State, and Federal regulations. Support the Command Staff with complex
financial oversight duties. This role serves as the primary financial steward for the Department,
handling everything from daily invoice processing to high-level budget development and audit
support.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Prepare, monitor, and adjust the Department’s annual budget, ensuring efficient allocation and
compliance with approved limits.

e Develop budget requests and justifications for the Technical Services Division; oversee fund
distribution across organizational budgets.

e Collaborate with the Technical Services Sergeant, Deputy Chief of Technical Services, and
City Finance Department on financial planning.

e Manage asset forfeiture funds in coordination with detectives and ensure compliance with State
and Federal reporting requirements.

e Oversee procurement and accounts payable, including purchases via credit cards, NET30
invoices, and purchase orders.

e Create requisitions for equipment and uniforms, process payment requests for subscriptions,

and review invoices daily for proper account assignment.

Administer year-end fiscal processes, including closing or carrying over purchase orders.

Utilize Tyler Munis for product acceptance, change orders, and fund distribution.

Document and process incoming revenue checks; coordinate deposits with City Hall.

Produce internal and external financial reports and prepare materials for audits.

Attend mandatory training and professional development sessions to maintain compliance and

competency.

Identify future funding needs and assist Command Staff with multi-year financial planning.

e Perform other duties as assigned to support the Department’s mission.

e Perform related duties as assigned.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

e Strong knowledge of accounting principles, financial reporting, and budget management.
e Proficiency in financial software systems, with Tyler Munis experience highly preferred.
e Advanced skills in Microsoft Excel (pivot tables, formulas, data analysis) and other
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Microsoft Office applications.

e Familiarity with State and Federal compliance requirements, including asset forfeiture and
grant regulations.

e Ability to analyze financial data, identify discrepancies, and implement corrective actions.

Strong problem-solving skills for resolving procurement, invoicing, and compliance issues.

Capacity to prepare detailed financial reports and support audits.

Exceptional attention to detail and accuracy in handling financial records.

Ability to prioritize tasks, manage multiple deadlines, and work independently.

Excellent written and verbal communication skills for preparing reports and explaining

financial concepts to non-financial personnel.

e Ability to collaborate effectively with Command Staff, City Finance Department, and law
enforcement personnel.

e Strong customer service orientation when interacting with internal and external stakeholders.

e High ethical standards and ability to maintain strict confidentiality regarding sensitive law
enforcement and financial information.

e Commitment to compliance with all City, State, and Federal regulations.

e Ability to work in a fast-paced environment and adapt to changing priorities.

e Willingness to attend mandatory training and professional development sessions.

QUALIFICATIONS

e Education: Degree in Accounting, Business or related field preferred; OR minimum of two
(2) years of practical accounting/financial management experience working with invoices,
bills, and financial records.

e Experience: Prior financial work in the public sector, especially government, preferred.

e An equivalent combination of education and experience sufficient to provide the applicant
with the knowledge, skills, and abilities to successfully perform the essential functions of the
job will be considered.

SPECIAL REQUIREMENTS

e Valid Class D driver’s license.
e Pass a comprehensive criminal background check and be eligible for State and Federal Asset
Forfeiture account access.

TOOLS AND EQUIPMENT USED

Personal computer including office suite, design and publishing applications, iPad, smart phone,
calculator, telephone, and any other tools of the trade that may come into common use or be necessary
to perform needed tasks.
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PHYSICAL DEMANDS

The physical demands described herein are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is frequently required to sit and talk or
hear. The employee is occasionally required to walk; use hands to finger, handle, or operate
objects, tools, or controls; and reach with hands and arms.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities
required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The work is primarily performed in an indoor office setting within the Joliet Police Department. The
noise level in the work environment is usually quiet to moderate.

SELECTION GUIDELINES

Formal application, rating of education and experience; oral interview and reference check; job
related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position
if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change.

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed by an employee assigned to this position and are not intended to be an exhaustive list
of all responsibilities, duties and skills required of personnel so classified. The omission of
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specific statements of duties does not exclude them from the position if the work is similar,
related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.



