Court Liaison

SUMMARY:

Serve as a liaison between the Police Department and the courts filing legal papers and notifications and performing basic office duties.

DUTIES AND RESPONSIBILITIES:

1. Collect and copy legal documents for police officers and court.

2. Enter data and file subpoenas and hearing appearances.

3. Notify law enforcement officer of subpoenas, court and hearing dates.

4. Notify evidence custodian for evidence review.

5. Scheduling, hiring, bookkeeping and all other administrative duties as needed.

6. Enter data for and file all Special Events files.

7. Schedule officers for security at Special Events for which the Police Department is contracted.

8. During the sport season, maintain and schedule all Special Events Workers to provide security.

9. Perform general office duties.

10. Helps complete miscellaneous projects as needed.

11. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Independent thinking required.

· Basic computer skills.

