
 
 1 

 JOB DESCRIPTION 
 
 POLICE OFFICER 
 POLICE DEPARTMENT 
CITY OF MADISON HEIGHTS (UNION POSITION)  

 
GENERAL STATEMENT OF DUTIES: 
To perform reasonable law enforcement and patrol work; to maintain order in the city, regulate traffic, 
protect life and property, prevent crime, and quell civil disorder for the continuous enforcement of laws and 
ordinances, the protection of life and property, and the preservation of peace within the City. 
 
SUPERVISION RECEIVED: 
Work is performed under the supervision of a superior officer. An employee in this position is expected to 
work independently adhering to all laws and departmental policies. 
 
SUPERVISION EXERCISED: 
None.  Experienced officers with training may be called upon to serve as Field Training Officers (FTO’s) 
for newly hired probationary officers. 
 
TYPICAL EXAMPLES OF WORK: 
An employee in this class may be called upon to do any or all of the following:  (These examples do not 
include all of the tasks which the employee may be expected to perform.)  Other duties may be assigned as 
necessary.  Employee holding this position is expected to maintain and update knowledge in job-related 
skills, procedures, and equipment. 

 Utilizing up-to-date knowledge of Federal, State and Local Laws and regulations 
as well as accepted modern Police practices, patrol on foot or in a radio equipped 
vehicle to prevent crime and civil disorder, protect life and property, direct and 
survey traffic, investigate accidents, and enforce motor vehicle operation and 
parking regulations. 

 Inspect liquor sales establishments and places of entertainment to enforce 
standards required by law. 

 Investigate suspicious activities, apprehend and arrest violators of the law, gather 
evidence and assist in burglary, family disturbances, disorderly persons, 
delinquents, and prowlers. 

 Investigate narcotics cases and organized crime suspects and activities. 
 Issue violation notices for parking infractions, speeding and other violations. 
 Serve civil and criminal processes, including warrants and subpoenas and appear 

in court when necessary. 
 Assist disabled motorists, persons desiring information, and elderly or ill persons. 
 Exercise power to arrest when warranted. 
 Administer first aid and assist in locating missing persons. 
 Assist in the apprehension of wanted persons and guard prisoners and assume 

responsibility for their safety and personal property while in custody. 
 Assist other law enforcement and government agencies. 
 Check barricades and areas under repair, doors of business establishments at night, 

and homes of residents on vacation. 
 Direct traffic at parades, ceremonies, sporting and other events. 
 Assist in fingerprinting and photography of arrested persons. 
 Assist the fire department at major fires by controlling crowds, directing traffic 

and assisting in rescue operations. 
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JOB DESCRIPTION (CONTINUED) 
 
 POLICE OFFICER 
 POLICE DEPARTMENT 
CITY OF MADISON HEIGHTS (UNION POSITION)  

 
TYPICAL EXAMPLES OF WORK (CONTINUED): 

 Investigate juvenile problems and take appropriate action. 
 Perform police escort work. 
 Utilizing departmental computer equipment and software, maintain records and prepare 

reports of accidents, complaints, offenses, and other incidents. 
 Assist in training police auxiliaries. 
 Operate police vehicle, radio, radar unit, in-car laptops or tablets, typewriter, copy machine, 

scanner, PBT and other equipment as required. 
 Assist in servicing departmental equipment. 
 Participate in safety education and crime prevention program. 
 Establish and maintain effective working relations, and work pleasantly and effectively with 

elected officials, department heads, supervisors, employees, union officials, other 
governmental agencies and the general public even during stressful situations. 

 Perform related work as required. 
 
REQUIRED EDUCATION AND EXPERIENCE: 

 Upon appointment the candidate shall have complied with all requirements of employment as 
established by the Madison Heights Civil Service Commission. 

 Obtain and maintain firearm certification and proficiency. 
 
WORK ENVIRONMENT/PHYSICAL DEMANDS:   
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.  
 
While performing the duties of this job, this employee works in an office setting as well as at outdoor job sites when 
enforcing laws and maintaining order in the City.  These outdoor field conditions vary greatly, and may include 
exposure to hazardous conditions and adversarial situations that may be life threatening. The employee constantly 
operates departmental motor vehicles during the performance of duties. 
 
The employee must be able to remain in a stationary position for extended periods of time. The employee must be 
able to drive a motor vehicle for extended periods of time.  The employee must also be able to assist patrons and 
residents at the counter or on job sites as necessary.  The employee is frequently required to interact with and subdue 
prisoners while making arrests and during booking procedures, or as necessary in the holding cells, or otherwise 
assist other officers in physically restraining combative or otherwise uncooperative arrestees.  The employee must be 
able to pursue suspects on foot through unknown and sometimes hazardous terrain.  The employee is required to use 
a firearm accurately, maintain firearm certification and proficiency, and be able to utilize department issued 
handcuffs, tasers and other equipment associated with police work.  The employee frequently operates a computer 
and other office productivity equipment such as a telephone, calculator, copy machine, scanner, printer, PBT and 
other specialized police equipment.  The person in this position frequently moves about inside the office to access file 
cabinets, office machinery etc.  May occasionally move file boxes weighing more than 25 pounds.  During the course 
of daily job assignment enforcing the law, this employee occasionally may be required to lift and/or move more than 
100 pounds.  The person in this position constantly communicates with staff and general public.  Must be able to 
communicate clearly and professionally in all situations.   
 
 


