09270


Police Services Coordinator
Grade:  7

FLSA: Non-Exempt

Date:
01/19

Job Summary:  Ensures that law enforcement and corrections sworn and civilian personnel are equipped with the necessary supplies, materials, and equipment to perform their assigned duties; responsible for routine research, evaluations and market changes in order to stay abreast of current and ever-changing trends in uniforms and equipment in order to remain current on local, state and federal guidelines; responsible for fleet management functions relating to the storage, inventory control, and distribution of vehicles, radios and specialized equipment as well as the role of technical advisor during the solicitation and bid process for vehicle contracts and new car installation of emergency equipment; as Contracting Officer (COR), responsible for monitoring the contractor’s progress in fulfilling the requirements specified in the contract, maintains administrative records, validates invoices and performs final inspections and acceptance of work performed under contract; ensures the timely repair of equipment; performs other duties as assigned.


Essential Functions:
1. Request, order, receive, repair, inventory, and issue all uniform articles or equipment used by SMCSO employees in their daily activities and operations, including deputy sheriffs, correctional officers, and civilians and maintain accurate inventory records of all transactions.  Arrange for proper disposal of obsolete inventory items;
2. As Contracting Officer Representative (COR) for the uniform contract, responsible for monitoring the contractors progress in fulfilling the technical requirements specified in the contract. Participate in solicitation and review of equipment, and write the specifications for inclusion in the bid process;

3. Assist with coordination of activities related to fleet maintenance, repair, acquisition, and surplus, including scheduling repairs.  Compiles and maintains fleet maintenance and repair data;
4. Conduct research for appropriate Statewide Contract with knowledge of vehicle manufacturer police equipment options. In addition, conduct research of remaining required police equipment with the latest technology for final build-out of each police cruiser in addition to all decals and striping requirements;
5. Ensures ballistic and stab vests are replaced prior to their expiration date.  Ensure sworn deputies and corrections offices are measure for new vests by coordinating with approved police supply vendors in a timely manner to ensure they are received prior to vest expiration;

6. Verify Chemical Inventories, submit reports and updates the MSDS Books on a quarterly and bi-annual basis;

7. Coordinates requests for maintenance or repair of Sheriff’s Office facilities with county staff or approved contractor;

8. Coordinates and schedules requests for maintenance and repair of any equipment with the appropriate vendor or contractor;

9. Compiles and maintains necessary records, including those regarding equipment, uniforms, equipment, etc.;

10. Maintains assigned storage and inventory locations;

11. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of St. Mary’s County Government policies and procedures;

2. Ability to communicate effectively with staff and members of the public;

3. Ability to prepare and maintain accurate records;

4. Ability to operate relevant computer systems, including hardware and software, and basic office machines;

5. Basic math skills;

6. Must have superior organizational and  time management skills;

7. Must be able to multi-task.


Education and Experience: 
1. Associate’s Degree;

2. Three years or more of job related experience;

3. Or combined equivalent technical training, education, and/or experience.

Additional Requirements:

1. Valid Maryland driver’s license.

Physical and Environmental Conditions: 

Work requires occasional strenuous effort.  For example, handling of moderately heavy boxes, moderately heavy tools, equipment, or materials of 30 to 60 pounds.  
Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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