
TOWN OF WILTON

POLICE ADMINISTRATIVE ASSISTANT

Job Summary

Files reports; submits copies of certain reports to State, i.e.: accident reports, motor vehicle citations, 

etc.  Types criminal complaints and other specified paperwork, including Police News Log for distribution

to the press.  Handles correspondence.  The administrative assistant is also the Receptionist with duties 

including answering multiple phone lines, greeting and assisting the public at the front door and taking 

non-urgent reports, i.e.: dog complaints and referring to the duty officer for any necessary follow up.  

Supervision Received

Works under the general supervision of the Chief of Police who outlines general policies, assigns duties, 

reviews work for conformance with required standards and evaluates work in terms of effectiveness of 

results. 

Examples of Essential Duties

 Knowledgeable in the use of computers and related software.

 Ability to type, file and handle other office duties.

 Prepare cases for District Court.

 Performing other duties as may be assigned by the Chief of Police.

 Assistant to Chief of Police:

 Handles typing and filing of forms and correspondence specific to Chief’s administrative 

responsibilities.

 Transcribes interviews.

 Other duties as may be assigned by the Chief of Police.

 Assistant to Police Prosecutor:

 Organizes arrest files.

 Types Fingerprint cards.

 Pulls files needed for reviews; pulls MV citations needed for trials.

 Receives and prints docket from court.

 Types correspondence as requested by Prosecutor.

 Issues Subpoenas.

 Prepares Discovery for mailing to defendants/attorneys.
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Knowledge, Skills and Abilities Required

Knowledge of secretarial  practices and procedures;  knowledge of business English,  spelling,

arithmetic,  bookkeeping  and vocabulary;  knowledge of  modern  office equipment,  including

computer,  knowledge  of  general  department operations and organization.   Ability  to type,

ability to maintain fiscal and general records and to prepare reports and answer questions from

records, ability to transcribe recorded interviews; ability to prepare effective correspondence

and to maintain effective working relationships with other employees and the public.  Ability to

deal with public relations problems courteously and tactfully and the ability to attend to many

items simultaneously and in sequence.  

Minimum Qualifications Required

High School diploma or equivalent with proficiency in secretarial abilities or any equivalent 

combination of education and experience which demonstrates possession of the required 

knowledge, skills and abilities. Previous legal (or paralegal), experience preferred.
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