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Town of Orange Park 
Position Description 

 
 

Job Title: Police Officer 
 

Department: Police   

Reports to: Police Sergeant 

Location: Public Safety Building 

FLSA Status: Non-Exempt 

Safety Sensitive: Yes 

Status: Full time with benefits 

Date Updated: February 3, 2015

 
Job Summary: 

 

General police functions in the prevention of crime, protection of life and property, and apprehension of 

criminal offenders through the enforcement of laws and ordinances, and the maintenance of 

community order through the performance of numerous human services as well as providing general 

information and assistance to the public.  

 

Essential Duties and Responsibilities: (other duties may be assigned) 

 

- Patrols and prevents crime and answers a wide variety of calls and complaints, and arrests those 

engaged in any violation of a criminal law or ordinance.  

- Maintains community order by responding to calls and situations which may escalate from 

minor disputes (social crises or persona; problems) to community disorders and resolves these, 

insofar as possible through application of personal skills or through referral to appropriate social 

agencies.  

- Enforces traffic laws and investigates traffic accidents. 

- Directs traffic. 

- Answers questions asked by the public and gives directions.  

- Issues summonses and warnings and serves subpoenas and warrants.  

- Assists in controlling crowds.  

- Testifies in court.  

- Checks doors and windows of commercial establishments after closing hours.  

- Performs duties and assignments in coordination with the investigation division.  

- Prepares reports and records of assigned duties.  

- Utilizes firearms, communications equipment, electronic detectors, audio visual equipment and 

similar devices.  

- Oversees custody, care, and control of prisoner, explains laws, ordinances, and general 

information to citizens.  
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Essential Duties and Responsibilities (Con’t) 

 

- Conducts investigations at the scene of a crime or accident.  

- Preserves and correlates evidence.  

- Locates witnesses. 

- Issues citations and makes arrests, participates in crime control duties.  

- May be assigned to serve as a training officer.  

- Transports and receives property, evidence, and prisoners.  

- Advises and counsels elderly and indigent persons.  

- Maintains surveillance of known criminals or persons suspected of criminal activities.  

- Interrogates suspects.  

- Prepares cases against suspects.  

- Investigates cases of juvenile delinquency and submits reports to juvenile court.  

- Assists in the supervision of juveniles held in custody.  

- Coordinates and functions with other operational units and serves as a part of such units when 

assigned.  

- Responsible for assigned police cruiser.  

 

NOTE:  These examples are intended only as illustrations of the various kinds of work performed in 

positions allocated to this class.  The omission of specific statements of duties does not exclude them 

from the position if the work is similar, related or a logical assignment of the position. 

 

Education and Experience Requirements: 

 

- High school diploma or GED and valid Florida Driver’s License. 

- Two year college degree or three years of police experience.  

- Meet requirements of State Police Minimum Standards as authorized in F.S. 943.13. 

- Must meet requirements of periodic in-service training and weaponry qualifications.  

- Able to speak clearly and persuasively in positive and negative situations.  

- Able to establish and maintain effective internal/external working relationships.  

- Able to operate necessary equipment, including vehicle and sidearm.  
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Knowledge, Skills, & Abilities: 

-  

- Ability to comprehend and retain knowledge of various fields relative to the police function 

including, but not limited to , interrogation, criminal law, laws of arrest, search and seizure, rules 

of evidence, and court procedures.  

- Ability to interact and interrelate with people and help in the resolution of their collective and 

individual problems.  

- Ability to understand and carry out complex oral and written instruction.  

- Ability to effectively work in emergency situations and under little direct supervision.  

- Ability to develop skills in the use of firearms.  

- Ability to analyze situations quickly and objectively, determine proper course of action and 

prepare reports.  

- Ability to communicate effectively both orally and in writing.  

- Good social and general intelligence and emotional stability.       

- Physical strength and ability. 

- Excellent physical condition.  

- Ability to establish and maintain effective working relationships with other employees and the 

general public.  

- Knowledge of first aid.  

- Knowledge of city geography. 

- Knowledge of practical human relationships.  

- Ability to perform simple mathematical computations and reason logically.  

- Willingness to work various shifts and be on a 24-hour call.  

- Ability to develop sources of information and referral.  

- Ability to work in a potentially hazardous environment, including adverse weather conditions.  
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Skill Requirements: (X = Required for job)     

 x Typing/computer keyboard  x Verbal communication 

 x Utilize computer software (specified above)  x Written communication 

 x Retrieve and compile information 
 

Public speaking/group presentations 

 x Maintain records/logs  x Research, analyze and interpret information 

 x Verify data and information  x Investigate, evaluate, recommend action 

 x Organize and prioritize information/tasks 
 

Leadership and supervisory, managing people 

 x Operate office equipment  x Basic mathematical concepts (e.g. add, subtract) 

  Advanced mathematical concepts (fractions, 
decimals, ratios, percentages, graphs) 

  Abstract mathematical concepts (interpolation, 
inference, frequency, reliability, formulas, 
equations, statistics) 

Physical Requirements: (X = Required for job)     

 x Sitting for extended periods   Lifting/carrying up to 20 pounds various items 

 x Standing for extended periods  x 
Lifting/carrying more than 20 pounds various 
items 

 x Extended periods viewing computer screen   Repetitive Motions 

 x Walking  x Pushing/Pulling 

 x Reading  x Bending/Stooping 

 x Speaking  x Reaching/Grasping 

 x Hearing  x Writing 

  Other (list):    Other (list):  

Hazards: (X = Required for job)     

  Normal office environment   Electrical current 

  Toxic or caustic chemicals   Housekeeping and/or cleaning agents 

  Flammable, explosive gases   Proximity to moving mechanical parts 

        

Employee Acknowledgement:      

I have reviewed and understand the requirements stated in this Position Description. 

        

Employee Signature   Date:  

             

 

 

 

 

 

 

 

 

 

 

             


