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CITY OF GLENDALE 
  
TITLE: Public Safety Technical Services CLASS CODE:      665 
 Administrator 
 
REPORTS TO: Various  GRADE:  33  
 
DEPARTMENT: Various  FLSA:  E 
 
JOB SPECIFICATION DATE:  February 24, 2010 kmd 
 
JOB SUMMARY 
 
Plans, organizes, and directs the activities and staff of their assigned division(s).  
 
ESSENTIAL FUNCTIONS 
 
NOTE: Specific functions, required knowledge, skills & abilities may vary depending on assignment. 
 
1. Plans, organizes, and directs the activities and staff in the Communications, Technical Records, TELE-

SERVE, detention, and computer support divisions of the Police Department. 
2. Performs complex administrative and managerial functions including planning, organizing, monitoring, 

evaluating and coordinating a division or divisions of a department. 
3. Develops and implements divisional goals, objectives, policies and procedures. 
4. Plans, directs, and monitors the implementation of all computerization projects in the department. 
5. Assists with the planning and research functions of the department. 
6. Coordinates divisional activities with other internal divisions, city departments and outside agencies. 
7. Responds to unusual or difficult inquiries regarding operational areas. 
8. Directs the preparation and storage of division records. 
9. Analyzes processes and procedures to identify problems concerning policies, equipment, or personnel, 

and determines and implements actions to solve identified problems. 
10. Conducts research and analysis, develops findings and conclusions, and prepares reports and 

presentations. 
11. Plans and directs development and implementation of training programs; monitors outcomes. 
12. Oversees the preparation and monitoring of the section and divisional budgets. 
13. Directs and approves bids or technical specifications for equipment, tools, vehicles, and other 

materials; develops and manages contracts for vendor services. 
14. Directs, approves and supervises consulting contracts for the assigned division. 
15. Directs and approves the preparation of technical specifications for the purchase of new equipment. 
16. Serves as systems security officer for all criminal justice information. 
17. Makes public presentations and represents the department at various meetings and conferences. 
18. Supervises regional coordination of logistic services. 

 
SECONDARY FUNCTIONS 

 
19. Performs other related duties as assigned. 
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KNOWLEDGE, SKILLS, ABILITIES 
 
Knowledge of: 

The technical operations of departmental areas of responsibility 
Federal, State and local laws, regulations, and ordinances specific to areas of responsibility 
The operations and practices of Police communications networks, including voice and data 
transmission, mobile digital terminal functions, record keeping and related computer functions 
The operations, practices, and regulations specific to Police technical records, and the detention of 
prisoners 
National Fire Protection Association Standards 
The methods, practices and procedures of public agency purchasing 
Laws, ordinances and other regulations governing public procurement 
 

Ability to: 
Plan, organize, direct and evaluate the work of others 
Direct and conduct research, and analyze, interpret and report findings and recommendations 
Communicate effectively, orally and in writing 
Establish and maintain effective working relationships with all levels of fire or police personnel, city 
officials, city council, other law enforcement agencies and the general public 
Access facility or work sites that are in various states of completion or construction 
 

WORKING CONDITIONS 
 
Office setting; may have some work or construction site exposure. 
 
MINIMUM QUALIFICATIONS 
 
Bachelor's Degree in Police, Business, or Public Administration or a related field and five years of 
progressively responsible administrative level experience in area of assignment.   
 
Any equivalent combination of training and experience, that provides the required knowledge, skills, and 
abilities, is qualifying.  
 


