


1.

JOB DESCRIPTION - POLICE OFFICER

GENERAL DESCRIPTION

This job is located in the Police Department and is the entry-level position for all sworn officers.
Prior to initial job assignment, the employee is required to complete college level work in the Police
Department Recruit Academy, and successfully pass the law enforcement proficiency examination
mandated by the Oklahoma Council on Law Enforcement Education and Training (C.L.E.E.T.) for
entry level police officers. Applicants must also meet the minimum physical standards set forth by
the State of Oklahoma in the Oklahoma Police Pension and Retirement Board Administrative Code.
Upon completion of recruit school, the probationary officer is assigned to field duty, which consists
of both routine and complex law, enforcement responsibilities, and can include assignment in
specialized law enforcement units. This job requires the officer to enforce federal and state laws, city
ordinances, case laws, and to adhere to departmental policies and procedures. An officer’s decisions
and actions on the job can have a strong impact on the safety and welfare of the public, and an officer
can be involved in situations that result in the loss of life, or in the taking of another person’s life. An
officer is the most visible representative of the local government in a range of public relations
functions, including; talking to a variety of groups and individuals, communicating with other law
enforcement agencies; and talking with professionals such as judges, lawyers, and doctors. The job is
also physically demanding, requiring the stamina and strength to work assigned shifts under all
environmental conditions, ride in or drive a motor vehicle safely for extended periods of time, defend
himself/herself and others in actual physical combat, occasionally lift and move people or heavy
objects, and climb, jump, or otherwise surmount physical obstacles, and run various distances.

IL. SPECIFIC EXAMPLES OF WORK PERFORMED

The examples provided below reflect the variety of tasks performed by police officers as
part of their jobs.

A. Mechanical and Physical Activities:

1. Operates a motor vehicle safely for extended periods of time in all environmental
conditions and on occasion operates the vehicle at high speeds and in congested
traffic situations.

2. Assists stranded motorists by jumping dead batteries, changing flat tires, and
pushing vehicles.

3. Defends self and others by engaging in actual physical combat.

4. Stands for long periods of time while directing and controlling traffic by use of
hand signals and the blowing of a whistle.

5. Cleans and fires a variety of police weapons, including pistols, rifles, and shotguns
both in the field and to meet department standards of proficiency.
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6. Lifts people and heavy objects, as well as pushes very heavy objects such as a
disabled vehicle.

7. Learns to type on mobile computer terminal in a police vehicle as a means of
gathering and exchanging information.

8. Climbs, jumps, crawls, or otherwise surmounts physical obstacles, as well as runs
for various distances.

9. Works assigned shifts, which may require adjusting eating and sleeping habits.
10.  Withstands obnoxious odors and views heinous crime scenes, while identifying

and preserving physical evidence of a crime.

B. Reporting and Documentation:

1. Completes Oklahoma State Uniform Vehicle Accident Report form.

2. Writes narrative reports in long-hand as required in the performance of duty.

3. Completes traffic/criminal citations to issue to violators of city and state laws.

4. Dictates narrative reports as required in the performance of duty which are to be

transcribed by a clerk-typist.

5. Composes interdepartmental memorandums, requests for transfer, and other
correspondence as required in the performance of duty.

C. Verbal Communication:

1. Testifies clearly and truthfully in front of a judge and jury in court.
2. Interviews and interrogates victims, suspects, and witnesses in crime incidents.
3. Communicates with other officers in groups and on an individual basis to

exchange ideas and information on law enforcement matters.

4. Talks on the police radio to communicate with dispatchers and fellow officers.

5. Confers with City District Attorney to answer questions and give advice on court
cases.

6. Delivers speeches to groups of citizens on various law enforcement topics.
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7. Communicates, daily and in stressful situations with people of varied socio-
economic, education, religious, and cultural backgrounds.

D. Quantitative Procedures:

1. Prepares traffic accident reports using basic mathematical formulas to compute
speed, skid marks, etc.

2. Counts large sums of money confiscated as evidence in criminal cases.

E. Interpersonal Contacts:

1. Responds to domestic disputes and resolves issues in a way that minimizes harm to
the disputing parties.

2. Provides advice and information to citizens on criminal law and civil law.
3. Aids people in filing crime reports and in preventing or solving criminal activity.
4. Helps resolve citizen/people problems of mutual interest, utilizing terminology and

phraseology consistent with the citizen’s subculture.

F. Judgment and Decision-Making Activities:

1. Determines “probable cause” in making arrest of individuals.

2. Evaluates the mental stability of an individual to determine if he/she is responsible
for his actions, and/or dangerous to self and others.

3. Determines when, and under what circumstances, to use non-lethal or deadly force.

4. Make decisions on the fastest means to arrive at a call for service based on
knowledge or by consulting a map.

5. Makes decisions as to whether certain activities are criminal in nature and
determines proper criminal charges to be placed against an individual.

6. Decides what is or is not to be collected and analyzed as evidence in a criminal
matter.
7. Makes crucial decisions under stress, and is held accountable for the end result.
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G. Job Context:

111

1.

Performs a variety of jobs that are non-repetitive in nature.

2. May routinely encounter both health and safety hazards.

3. Occasionally is subjected to bodily harm with the possibility of loss of life.

4. Occasionally subjected to public criticism and social pressures that create stress.
STANDARDS

A. Physical Standards

All entry-level officers must meet physical standards to qualify for membership in
the Oklahoma Police Pension and Retirement System as set forth in the State of
Oklahoma Administrative Code. In addition, Oklahoma City Police Recruits must
meet a fitness level as established by the Director of Training.

B. Mental Standards

An Applicant must have a high school diploma or equivalent GED. The applicant
should demonstrate acceptable reading, writing, and computational skills to
successfully complete the college curriculum in the training academy and perform
the assigned duties. Each applicant must pass the proficiency test as mandated by
the Council on Law Enforcement Education and Training.

C. Emotional Standards:

Police Officers most often work without detailed instruction or close supervision.
Their work is often performed under time pressures and emotional stress, and they
must constantly be alert to the possibility of experiencing bodily harm and loss of
life. A state mandated psychological evaluation is conducted to help identify
behavioral characteristics that aide in determining an individual’s ability to
perform the duties of a police officer.

D. Special Requirements:

Oklahoma State Statutes 70 O.S. 3311 and 11 O.S. 50-112 require police
applicants to meet the following minimum standards before they can obtain state
certification.
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1. Must be at least 21 years of age.

2. Must possess a high school diploma or GED equivalency certificate.

3. Must not have been convicted of a felony crime or crime involving mortal
turpitude.

4. Must have undergone evaluation similar to the Minnesota Multiphasic
Personality Inventory or its equivalent.

5. Must be accepted for membership by the Oklahoma Police Pension and
Retirement Board.

6. In addition, City of Oklahoma City Personnel and Police Department
Policy requires applicants to be citizens of the United States and possess a
valid driver’s license.

V. EVALUATION AND CRITERIA FOR HIRING AND RETENTION

A Rank Order Scores from Qualifications and Suitability Measures:
Standardized scoring allows an objective uniform application process that
assigns point scores at various stages in the hiring procedure. A total of
these scores rank order each applicant.

B. Review of Rankings by Supervisory Board:

A board of police supervisors reviews the application material, evaluating
the material and the applicant in order to make a final employment
recommendation to the Chief of Police.

C. Performance Review through Training and Probation:

The performance of applicants is a continual process from the training
academy to the completion of the probationary period. A Field Training
Officer and the immediate supervisor will monitor the probationary
officer’s job performance.

The Field Training Program, therefore, is an extension of the police
academy training process. The recruit will not be retained with the
Department unless he has been evaluated as having the ability to apply all
academy instruction to actual police service. In addition, the immediate
supervisor on each officer completes an annual work performance
evaluation.
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APPLICANT SURVEY

The City of Oklahoma City adheres to the Equal Employment Opportunity guidelines set forth by the state and federal laws. This information is

sought in good faith, will be used for background investigation purpose, and will not be used in any way to discriminate against any applicant for
employment. Please provide accurate information.

Today’s Date Veteran Date of Birth Sex Social Security Number Race or Ethnic Group

AN Y\N AN M\F - - H-Hispanic

B-Black

A-Asian American/
Pacific Islander

I- American Indian/
Alaskan Native

C-White
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CONFIDENTIAL INFORMATION AGREEMENT FORM

A thorough investigation will be conducted to determine your qualifications for the
position of police officer. To a great extent, your employment will depend on
information obtained from confidential interviews of persons with whom you have been
associated. Such information is confidential: therefore, if you are not hired, the
reason/reasons cannot be revealed to you, unless required by law.

WAIVER OF PRIVACY RIGHTS

I hereby authorize you to furnish officers of the Oklahoma City Police Department with
any information concerning my reputation, education, and employment history, financial
and credit status, physical and mental health. This information will be used to assist
members of the Oklahoma City Police Department in determining my qualifications and
suitability for the position of police officer.

I hereby release you from any liability or damage, which may result from furnishing the
aforementioned information. Further, I hereby expressly waive and release any special
right of access I may have under any statute or common law to the information you
furnish about me to officers of the Oklahoma City Police Department.

A photo static and/or fax copy of this authorization shall be considered valid as the
original.

I have read, fully understand and accept the conditions of the above agreement.

SIGNATURE OF APPLICANT:

DATE:

WITNESSED:

State of , County of , S8

Before me, the undersigned Notary Public in and for said County and State, on this day
personally appeared , known to me to be
the person whose name is subscribed to the foregoing instrument, and acknowledged to
me that he executed the same for the purpose and consideration therein expressed.

Given under my hand and seal of office, this day of 20

Notary Public:

My Commission expires:
Revised 11/2003
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TO: Police Officer Applicant

FROM: Don Holland, Lieutenant
Police Recruiting

DATE: October 4, 2007

SUBJECT: Domestic Violence

“Domestic abuse” means any act of physical harm, or the threat of imminent
physical harm which is committed by an adult, emancipated minor, or minor age sixteen
(16) or seventeen (17) years against another adult, emancipated minor or minor child who
are family or household members; and

“Family or household members” means spouses, ex-spouses, present spouses of ex-
spouses, parents, children, persons otherwise related by blood or marriage, persons living in
the same household or who formerly lived in the same household, or persons who are the
biological parents of the same child, regardless of their marital status, or whether they have
lived together at any time. This shall include the elderly and handicapped.

Any applicant that has any prior conviction (misdemeanor or felony) that may fit
the above circumstances or is subject to a Victim Protection Order (VPQO) or restraining
order must immediately advise the recruiting officer of this situation. Any failure to advise
the recruiting officer of such a circumstance may be grounds for immediate
disqualification, withdrawal of any qualifying job offer, or termination of employment.

I have read the above memorandum and fully

understand its content and purpose. I have never been convicted of a simple assault on any
family or household member, as defined above.

I further attest that I have never been the subject of a Victim Protection Order
(VPO) or restraining order in any County or State.

/ /
Applicants Signature Date

/ /
Witness Date
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RELEASE AND WAIVER

, having made an application for the position of

police officer for the City of Oklahoma City, hereby expressly admit and state as follows:

(1)

2)

G)

(4)

)

I have been fully advised of the essential job functions of a Police Officer for
The City of Oklahoma City: and

I affirmatively state I can perform the requirements set forth in the job
description: and

I understand that an overall degree of fitness is required to be a Police Officer:
and

I have been advised of the nature of the exercises and I knowingly and voluntarily
state I can safely perform the exercises and agree to participate in the physical
exercises and assessment set forth herein: and

I , do hereby, and in
consideration of the City of Oklahoma City, Oklahoma having permitted me to
participate in such exercises for the purposes of evaluating my ability to perform
the job functions of a police officer, waive and release the Oklahoma City Police
Department of the City of Oklahoma City, Oklahoma, and any and all agents,
servants and/or employees thereof, from any and all claims whatsoever which
may sustain as a result of participating in such exercises. I make this release for
myself, my heirs, executors, and administrators and do hereby release the City of
Oklahoma City, Oklahoma, and all its employees or agents from any or all
liability for damages incurring as a result of these tests.

(Applicant write in his own hand, * I certify that I have read the foregoing Waiver and

Release and understand its provisions.”)

Date

Signature of Applicant

Revised November 2003
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***] UNDERSTAND THAT DECEPTION OR MISREPRESENTATION AT
ANYTIME IS GROUNDS FOR REJECTION***

RECRUITING UNIT
INITIAL INTERVIEW QUESTIONS
Answer all of the following questions. If it doesn’t apply to you,

put N/A
DATE: TIME:
Last Name First Name Known As

Address

Daytime Phone Number/ E-Mail Address

Current Driver’s License #

State Expiration Date

A ‘ ) Have you had a Driver’s license in any other state? Yes No
ge Race(optional) | Sex(optional)| yfveq “what state?  year possessed Number
1. Are you a citizen of the United States of America? Yes No
2. Where were you born? City State
3. Do you have a high school diploma? Yes No
4. Do you have a GED? Yes No
5. Do you have any college credited hours Yes No

Total number of hours

Circle all that apply to you

A.A. Degree B.A. Degree B.S. Degree Master Degree Advanced Degree

6. Have you ever possessed any illegal narcotics? Yes No

*(see attached list on next page)

Substance used-

Total times used-

Age first used-

Age last used-

Substance used-

Total times used-

Age first used-

Age last used-

Substance used- Age first used-
Total times used- Age last used-
Substance used- Age first used-
Total times used- Age last used-
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HAVE YOU EVER EXPERIMENTED WITH, SMOKED, INHALED, EATEN,
POSSESSED, HAD IN YOUR POSSESSION, ON YOUR PERSON, UNDER
YOUR CONTROL, WITHIN YOUR PROXIMITY:

MARIJUANA MESCALINE
COCAINE AMPHETIMINES
CRACK COCAINE BARBITUATES
HEROIN FENTANYL

LSD THEBAINE
ACID GHB

OPIUM PCP

MORPHINE PEYOTE
CODEINE ECSTASY
HASHISH THC
METHADONE NITROUS OXIDE
METHAMPHETAMINES AMYL NITRITE
CRANK LUDES

SPEED MUSHROOMS
STEROIDS — ORAL OR INJECTED VALIUM

ANY OTHER PRESCRIPTION DRUGS XANAX

INCLUDES: HUFFING, SNIFFING, OR INHALING - GLUE, POLISH, LIGHTER
FLUID, GASOLINE, OR ANY TYPE OF PAINT



7. Have you ever bought from or traded with another person Yes No
any illegal drug or substance?
Substance purchased or acquired?
Acquired between ages of-
Total times purchased or acquired-
Substance purchased or acquired?
Acquired between ages of-
Total times purchased or acquired-
Substance purchased or acquired?
Acquired between ages of-
Total times purchased or acquired-
8. Have you ever sold or traded to another person any illegal drug or substance? Yes No
Substance sold or traded- Age first sold-
Total times sold or traded- Age last sold-
Substance sold or traded- Age first sold-
Total times sold or traded- Age last sold-
Substance sold or traded- Age first sold-
Total times sold or traded- Age last sold-
9. Have you ever stolen or taken without permission anything from anyone? Yes No

Item taken- Dollar value of item- $
Taken from? Age at time of theft-

What action, if any, was taken? (Legal or otherwise)

Item taken- Dollar value of item- $
Taken from? Age at time of theft-

What action, if any, was taken? (Legal or otherwise)

Item taken- Dollar value of item- $
Taken from? Age at time of theft-

What action, if any, was taken? (Legal or otherwise)
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10. Have you ever been arrested for a traffic offense? (not a citation only)  Yes

(If yes, complete the following If not skip to question 11)

Charge # 1 Date- Location-

What action, if any was taken? (Legal or otherwise)

Charge # 2 Date- Location-

What action, if any was taken? (Legal or otherwise)

Charge # 3 Date- Location-

What action, if any was taken? (Legal or otherwise)

11. Has your driver’s license ever been suspended or revoked? Yes No
First Occurrence
Charge- Date- Location: city ~ state
Revoked or Suspended- How long?
Second Occurrence
Charge- Date- Location: city  state
Revoked or Suspended- How long?
12. How many traffic citations have you received in the last five years?
13. Have you ever driven under the influence of alcohol? Yes No
If yes, how many times? How many times in the last 24 months?
14. Have you ever been arrested for DUI? Yes No
Dates-
15. Other than driving, in the last 12 months, how many times have you Yes No
been publicly intoxicated to the point an arrest could have been made?
Last time?
16. Since age 16, have you challenged someone or been challenged Yes No

to a physical confrontation?
If yes, how many times?

Last time?
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17. Since age 16, have you been involved in any
actual physical confrontation?

If yes, how many times?

Last time?

Yes No

18. Have you ever been taken into police custody?

Yes No

(If yes, complete the following)

Charge- Date- Location-
What action, if any, was taken? (legal or otherwise)
Charge- Date- Location-
What action, if any, was taken? (legal or otherwise)
19. Have you ever been the subject of a victim protection or restraining order? Yes No

When? Where?

If yes, explain-

20. Have you ever been refused the purchase of a firearm? Yes No
When? Where?
If yes, explain-

21. How many jobs have you had in the last 10 years?

22. Have you ever resigned under pressure or unfavorable circumstances
or quit in order to avoid being fired? Yes No

If yes, explain-
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23. Have you applied with our agency or any other law enforcement agency within the last S years?
Yes No

(If yes, complete the following)

Agency- Date- Results-
Agency- Date- Results-
Agency- Date- Results-
Agency- Date- Results-

Use complete sentences to answer questions 24, 25 and 26.

24. In your own opinion, what is the most positive thing about you?

25. In your own opinion, what is the most negative thing about you?

26. Why do you want to become an Oklahoma City Police Officer?

***] UNDERSTAND THAT DECEPTION OR MISREPRESENTATION AT
ANYTIME IS GROUNDS FOR REJECTION***

Signature
Date
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