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SHERIFF ADMINISTRATIVE SERGEANT

DEFINITION

To manage, plan, organize, and supervise the Training of all Sheriff’s Office Personnel
(sworn and non-sworn); as well as supervise the day to day operations of the Animal
Control Department; coordinates activities with other divisions and departments;
provides highly complex staff assistance to the Sheriff and Undersheriff; performs a
variety of technical tasks relative to assigned areas of responsibility; and does related
work as required or assigned.

DISTINGUISHING CHARACTERISTICS

This is a specialized supervisory level in the professional law enforcement class series.
The incumbent will be responsible for supervising/overseeing the Department’s training
program for sworn and non-sworn personnel. This will include providing direction and
exercising supervision over Sergeants, deputies, correctional officers and non-sworn
supervisors and other staff. The incumbent will also be responsible for directing and
supervising the Animal Control Division of the Sheriff’s Department. In addition, the
incumbent will provide specialized administrative support to the Sheriff and
Undersheriff. 

REPORTS TO

Undersheriff

CLASSIFICATIONS SUPERVISED

Animal Control Supervisor, Animal Control Officer, Office Assistant III, and those
outlined in “Distinguishing Characteristics”.
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EXAMPLES OF DUTIES:

 Duties may include, but are not limited to, the following:

 Directs, plans, organizes and supervises assigned law enforcement activities
including the Training and Animal Control Divisions.

 Establish schedules for the Sheriff’s Office to facilitate the training of personnel.

 Prepare work schedules for the Animal Control Department and Department
Training.

 Maintains Department training equipment, updates current training curriculum,
writes new training courses for certification by the Commission on Peace Officer
Standards and Training (P.O.S.T.) as necessary.

 Supervise the Field Training Program (FTO) and staff to ensure proper training
and performance of the new personnel hired by the Department.

 Prepares all necessary reports and keeps the Field Training Manual current to
comply with P.O.S.T. certification.

 Arranges and schedules all necessary Department Training including the
reservation of class space, lodging, meals and preparation of the reports
necessary for the expenditures.

 Assists in developing, recommending and implementing department/division
goals and objectives.

 Implements department/division policies and procedures.

 Responsible for monitoring and updating the Sheriff’s Department Manual,
including Animal Control.

 Evaluate operations and activities of assigned responsibilities.

 Recommend improvements and modifications.

 Prepare various reports on operations and activities, both to the Sheriff and the
Commission on Peace Officer Standards and Training (P.O.S.T.).

 Participates in budget preparation and administration.

 Prepares cost estimates for budget recommendations.

 Submits justification for budgetary items.

 Monitors and controls expenditures as assigned.

 Serves as the Department liaison with the Commission on Peace Officer
Standards and Training (P.O.S.T.) to ensure compliance with legislative
mandates and current law enforcement training needs and methods.

 Participates in the selection of staff.

 Works with employees to correct deficiencies.

 Implements disciplinary procedures as necessary.

 Answer questions and provide information to the public.

 Investigate complaints and recommends corrective action.

 Contacts and cooperate with other agencies as needed.

 Conducts investigations involving internal affairs.

 Performs background investigations of prospective employees.



 Participates on a variety of boards and commissions.
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EXAMPLE OF DUTIES CONTINUE

 Attends and participates in professional groups and committees.

 Performs related duties as assigned.

TYPICAL PHYSICAL REQUIREMENTS

Sit for extended periods; frequently stand, walk, and climb stairs and ladders; walk on
sloped, slippery, and/or uneven surfaces; ability to stoop, kneel, or bend to pick up or
move objects weighing over 100 pounds with help; crawl through various areas moving
on hands and knees; physical ability to restrain prisoners; normal manual dexterity and
eye-hand coordination; corrected hearing and vision to normal range; verbal
communication; use of office equipment including computers, telephones, calculators,
copiers, and FAX.

TYPICAL WORKING CONDITIONS

Work is performed in office, courtroom, and outdoor environments; unusual exposure to
life threatening situations; continuous contact with staff and the public.

DESIRABLE QUALIFICATIONS

Knowledge of:

 Principles and practices of law enforcement program development and
administration.

 Procedures, methods and techniques in law enforcement patrol, traffic control,
crime prevention, investigations, apprehension, civil process, and arrest.

 Types of law enforcement equipment, materials, and specialty items including,
but not limited to, training.

 Principles and practices of organization, administration and personnel
management pertaining to law enforcement.

 Budgeting procedures and techniques.

 Principles and practices of supervision, training and personnel management.

 Principles and procedures of record keeping and reporting.
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Ability to:

 Organize, direct and implement a comprehensive law enforcement training
program.

 Analyze problems, identify alternative solutions, project consequences of
proposed actions and implement recommendations in support of goals.

 Interpret and apply Federal, State, and local policies, procedures, laws and
regulations.

 Effectively administer a variety of law enforcement activities.

 Prepare and administer a budget.

 Respond to requests and inquiries from the general public.

 Supervise, train and evaluate assigned staff.

 Communicate clearly and concisely, both orally and in writing.

 Compile and forward necessary training reports to P.O.S.T. and write training
courses, as necessary, for certification. 

 Establish and maintain cooperative relationships with those contacted in the
course of work.

 Gain cooperation through discussion and persuasion.

 Use and care for firearms.

Training  and  Experience:  Any combination of experience and training that would likely
provide the required knowledge and abilities are qualifying. A typical way to obtain the
knowledge and abilities would be:

Five years of increasingly responsible experience in law enforcement work, including
one year in a supervisory capacity.

Equivalent to completion of the twelfth grade, supplemented by college level courses in
administration of criminal justice, police science, public administration, business
administration, or a related field.

Special   Requirements: Possession of a P.O.S.T. Intermediate and Supervisory
Certificate.

Possession of, or ability to obtain, an appropriate, valid California Driver License issued
by the California Department of Motor Vehicles.




