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 Job Description 

Position Title: POLICE OFFICER 

Department: POLICE 

DEPARTMENT Immediate 

Supervisor: POLICE CHIEF 

Classification: FULL-TIME, 

HOURLY 
 
Job Summary 

The primary responsibilities of the police officer, in supporting the mission of the Police 

Department under the direction of the Police Chief, are three-fold: 1) implementing community 

oriented policing strategies appropriate for the City of West Branch, focused on collaborative 

partnerships between the Police Department and the residents, businesses and community 

organizations that they serve, and 2) traditional law enforcement activities, taking appropriate 

action to maintain order and protect life and property, and 3) completing administrative tasks 

as efficiently as possible. 

 

The Police Officer position is deemed by the City Council to be a critical employee of the City 

of West Branch. A critical employee is one that is responsible for the safety and welfare of the 

West Branch Public. Therefore, the Police Officer must obtain residency within an      8 mile 

radius of West Branch within six months from the date of hire. For the purpose of   this policy, 

residence shall mean the actual domicile  of  the  employee  where  that  employee normally 

eats,  sleeps,  and  maintains  the  normal  personal  and  household effects for daily living. 

“Residence” shall not include a place  secured  solely  for  the  purpose of meeting the 

requirements of this policy, which is maintained in addition to the employee’s actual place of 

residence outside the residency restriction. 

 

Job Scope 
The Police Officer shall work cooperatively with the Police Chief, the City Administrator 

and all Department Directors. The Police Officer shall have a pleasant personal demeanor 

and be courteous and professional in dealing with others. The Police Officer displays 

teamwork to support City Council goals and objectives and demonstrates tact and 

diplomacy when involved in problem solving and/or customer relations. The Police Officer 

interacts cooperatively and constructively with internal and external customers. 

 

The Mayor appoints the Police Officer. The Police Officer is directly responsible to the 

Police Chief and assists the Police Chief in the Police Department’s enforcement of all 

Iowa State Law and City Ordinances. The Officer also contributes toward the department’s 

overall goals.  

 

Essential Job Duties and Responsibilities:  
The duties of the job would include, but are not limited to, the following: 

 

1. Performs a variety of public safety work providing emergency aid, security and protection 

to the citizens of the City of West Branch. 

 

2. Remains alert to the needs of citizens and take the appropriate action to maintain order and  
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protect life and property. 

3. Directs and implements community oriented policing strategies appropriate for the City of 

West Branch, focused on collaborative partnerships between the Police Department and the 

residents, businesses and community organizations. 

4. Responsible for animal control and may serve as the chief animal control officer for the City 

in the Chief’s absence. 

5. Observes, reports and acts upon conditions conducive to crime and danger such as 

checking buildings, assisting other officers, enforcing traffic, making arrests, transporting 

prisoners and investigating crime(s). 

6. Using own judgment, determines the nature of a call, investigates the circumstances and 

takes the necessary or prudent action. 

7. Provides assistance to the public in emergency and non-emergency situations; administers 

first aid and requests appropriate medical response; performs crisis intervention in sensitive 

situations and domestic disputes; educates the public on laws and ordinances; assists citizens 

with complaints and inquiries and directs them to the appropriate authority. 

8. Investigates crimes, interviews witnesses, victims and suspects and provides feedback 

to the appropriate people concerning case status; collects and documents evidence. 

9. Appears in court, and is available to testify in matters which the officer has knowledge of 

whether it be criminal or civil. 

10. Makes written and verbal reports, as directed, to the Police Chief. 

11. Informs the Police Chief and/or the City Administrator of incidents or developments that 

may unusually affect public or official relations. 

12. Responsible and accountable for the custody of all property coming into his or her 

possession. Keeps accurate records of all property and is responsible for its safekeeping and 

lawful return or disposal. 

13. Assists the Police Chief in reviews and recommends for approval, new and renewal beer 

and liquor licenses. 

14. Administers abandoned vehicle tows and sales requirements. 

15. When directed to do so by the Police Chief, administrates and directs the Reserve Police Force.  

16. Other duties as assigned. 

 

Physical and Environmental Conditions:  
The physical demands and work environment described is representative of those that must be 

met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

Ability to have a full range of movement, physical strength, endurance, fitness, and 

conditioning necessary to protect one's self and others and subdue, control, or arrest resisting 

subjects. 

 

The duties of this job include physical activities such as climbing, balancing, stooping, 

kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting (up to 30 

pounds frequently, and up to 150 pounds occasionally), fingering, grasping, feeling, talking, 

hearing/listening, seeing/observing, and repetitive motions. 
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Specific vision abilities required by this job include close, distance and peripheral vision; 

depth perception; and the ability to adjust focus. 

The position shall also be under the guidelines of the West Branch, Iowa Employee 

Handbook. Minimum Education, Experience and Certification 

Job requires a minimum of a high school graduation. Applicant must meet the minimum hiring 

standards as set forth by the ILEA. Applicant must possess, or be able to possess a valid Iowa 

Driver’s License. 

 
Knowledge, Skills and Abilities 
The successful applicant must possess: 

1. Basic knowledge, understanding and work experience as a patrol officer. 

2. Skills necessary to work well with citizens, other officers, department directors of the City, 

and elected officials. 

3. The ability to read and understand all Departmental regulations, policies, rules and 

instructions, law regulations and police literature. 

4. The ability to read, understand and communicate verbally in English. 

 

The above statements are intended to describe the general nature and level of work being 

performed by individuals assigned to this job. They are not intended to be an exhaustive list of 

all responsibilities, duties and skills required of personnel so classified in this position. The job 

description does not constitute an employment agreement between the employer and the 

employee and is subject to change by the employer at the needs of the employer and requirements 

of the job change. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by City Administrator on May 23, 2012. Pending City Council Approval. 


