
 

White Salmon Special City Council Meeting 
A G E N D A  

January 27, 2022 – 5:00 PM 
Via Zoom Teleconference 

Meeting ID: 813 6070 5469 Passcode: 377598 
Call in Numbers: 

             669-900-6833                  929-205-6099             301-715-8592 
             346-248-7799                  253-215-8782             312-626-6799 

We ask that the audience call in instead of videoing in or turn off your camera, 
so video does not show during the meeting to prevent disruption. Thank you 

 

I. Call to Order and Roll Call 

II. Business Items 
A. Collectively Bargained Agreement, Police Department 

1. Presentation and Discussion 
2. Action 

III. Adjournment 
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File Attachments for Item:

A. Collectively Bargained Agreement, Police Department

1. Presentation and Discussion

2. Action
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AGENDA MEMO 
 
Needs Legal Review:    Yes 
Council Meeting Date:   January 27, 2022 
Agenda Item:    Collectively Bargained Agreement, Local 1533-W AFSCME AFL-CIO – 

Police Officers, Sergeants, Limited and Non-Commissioned Employees 
Presented By: Jan Brending, Clerk Treasurer 
 
ACTION REQUIRED: 
Authorization for the Mayor to sign the 2022-2025 Collectively Bargained Agreement with 
Local 1533-W AFSCME AFL-CIO – Police Officers, Sergeants, Limited and Non-
Commissioned Employees. 
 
PROPOSED MOTION: 
Move to accept the 2022-2025 Collectively Bargained Agreement with Local 1533-W 
AFSCME AFL-CIO – Police Officers, Sergeants, Limited and Non-Commissioned Employees 
and authorize the Mayor to sign the agreement. 
 
Explanation of issue: 
The City of White Salmon has two union agreements: one with the police department and one 
with the other municipal employees. This agenda memo summarizes the changes made to the 
agreement through negotiations. 
 
1. The agreement is for the years 2022-2025. 
2. The agreement incorporates the Memorandum of Understanding regarding the “Janus” 

decision regarding employee participation in the bargaining unit: Page 5 – Article 1 
Recognitions, Page 10 – Article 5 Union Membership/Applicability of Personnel Policies. 

3. Definitions of “Regular Full-Time Employees” and “Regular Part-Time Employee” 
updated per Memorandum of Understanding previously approved. 

4. Section 12.2 Time Worked provides that annual leave will be considered time worked for 
overtime purposes. (page 23) 

5. Section 12.5 changes the number of vacation hours that can be accrued and carried 
over each year from 80 to 120 hours. (page 23) 

6. Section 12.5 changes when entry level police officers may start using vacation leave. 
page 23) 

7. Section 12.5 E changes the wording for the minimum of vacation time that must be taken 
each year. (page 24) 

8. Section 12.10 adds June 19 as a paid holiday for limited and non-commissioned 
employees (page 25) 

9. Section 12.11 provides for two floating holidays for Police Officers and Sergeants. There 
is no actual change in 12.10 B (the wording has reverted back to the original wording).  

10. Article 13 – Sick Leave clarifies that sick leave shall be taken per White Salmon 
Personnel Policy 4.12. (page 25) 

11. The agreement adds Article 19 Washington Family and Medical Leave Program stating 
the city participates in this program and that all premiums are paid by the City. This was 
previously approved by a Memorandum of Understanding under the previous 
agreement. (page 30) 

12. The agreement adds Article 20 Washington Long-term Care Program stating the City 
participates in the State Long-term Care Program (Washington Cares Fund) and that all 
required premiums are paid by the employee. (page 30) 
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13. The agreement provides that travel expenses are reimbursed per the City’s Travel 
Policy. (page 33-35) 

14. Article 23.5 Meal Periods for Limited and Commissioned Employees is changed to 
provide an alternate meal period of 30 minutes. (page 38) 

15. Article 26.6 Time Worked is changed to include Vacation Leave for Police Officers and 
Sergeants. (page 39) 

16. Article 27.3 C is corrected to refer to the Police Department and not the Public Works 
Department. (page 41) 

17. The agreement provides for a 5% cost of living adjustment for 2022 and then follows the 
CPI process previously established by Memorandum of Understanding. The 2022 cost of 
living adjustment is effective January 1, 2022. (page 42) 

18. Article 28.5 Holiday Compensation Pay: Police Officers and Sergeants is changed to 
provide 168 hours of pay per year due to the addition of June 19, Juneteenth as a paid 
holiday for other employees. (page 42) 

19. Article 31 – Training Officer Premium is added which provides for police officers and 
training who are performing training responsibilities will receive a 5% premium based on 
their base rate of pay for the hours worked preparing and doing the actual training. (page 
43) 

20. The agreement does away with Article 31, Longevity Pay. (page 43) 
21. The agreement includes a salary matrix (Appendix A) that provides for 10 steps per each 

Range. 
22. The agreement includes adjusting the range for several job positions (see attached 

document and job descriptions). Any position that is adjusted is effective January 1, 
2022 except for the promotion of the current Police Clerk to the position of Police Office 
Manager which is effective April 1, 2021. 

23. The agreement includes all job descriptions (Appendix B) which have minor 
adjustments. 

 
Budget: 
The 2022 budget includes funding for the 5% cost of living increase and agreed upon 
adjustments to specific job positions except for the costs associated with the promotion of the 
police clerk to police office manager. The 2021 costs will need to be added to the 2022 budget 
since the agreement was not signed until 2022. 
 
Recommendation by Staff: 
Staff recommends acceptance of the collectively bargained agreement with the Police Officers, 
Sergeants, Limited and Non-Commissioned Employees 
. 
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City of White Salmon
Union Employees

Current Current Current Proposed Proposed Proposed
Position Range/Step Position Position Range/Step Position

Police - Uniformed
Lisa George Police Clerk 33-34/1-5 34-5 Police Office Manager 38/1-10 38-6
Frank Randall Police Officer 37-43/1-5 43-5 Police Officer 43/1-10 43-6
Ed Gunnyon Police Officer 37-43/1-5 43-5 Police Officer 43/1-10 43-6
Madelynn McIlwain Police Officer 37-43/1-5 43-2 Police Officer 43/1-10 43-3
Kate Daniels Police Officer 37-43/1-5 43-2 Police Officer 43/1-10 43-3
Josh Lewis Police Officer 37-43/1-5 38-1 Police Officer 43/1-10 43-2

Vacant Positions
Police Seregeant 50/1-5 Police Sergeant 50/1-10
Police Entry level 35/1-5 Police Entry Level 35/1-5
Police Clerk/Finance Clerk N/A Police Clerk/Finance Clerk 32/1-10

Lisa George Promotion Effective 4/1/2021
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2022 White Salmon Salary Matrix with 5% COLA 
APPENDIX "A"2022 COLA 5%   M  O  N  T  H  L  Y   H  O  U  R  L  Y

3% across Yrs. 1 2 to 3 4 to 5 6 to 7 8 to 9 10 to 11 12 to 13 14 to 15 16 to 17 18+ 1 2 to 3 4 to 5 6 to 7 8 to 9 10 to 11 12 to 13 14 to 15 16 to 17 18+
2.5 % down Step 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Range
14 2,735.39           2,817.46           2,901.98           2,989.04           3,078.71           3,171.07           3,266.20           3,364.19           3,465.12           3,569.07           15.78       16.25       16.74       17.24       17.76       18.29       18.84       19.41       19.99       20.59       
15 2,803.78           2,887.89           2,974.53           3,063.77           3,155.68           3,250.35           3,347.86           3,448.30           3,551.74           3,658.30           16.18       16.66       17.16       17.68       18.21       18.75       19.31       19.89       20.49       21.11       
16 2,873.87           2,960.09           3,048.89           3,140.36           3,234.57           3,331.61           3,431.56           3,534.50           3,640.54           3,749.75           16.58       17.08       17.59       18.12       18.66       19.22       19.80       20.39       21.00       21.63       
17 2,945.72           3,034.09           3,125.12           3,218.87           3,315.43           3,414.90           3,517.34           3,622.87           3,731.55           3,843.50           16.99       17.50       18.03       18.57       19.13       19.70       20.29       20.90       21.53       22.17       
18 3,019.36           3,109.94           3,203.24           3,299.34           3,398.32           3,500.27           3,605.28           3,713.44           3,824.84           3,939.58           17.42       17.94       18.48       19.04       19.61       20.19       20.80       21.42       22.07       22.73       
19 3,094.85           3,187.69           3,283.32           3,381.82           3,483.28           3,587.78           3,695.41           3,806.27           3,920.46           4,038.07           17.86       18.39       18.94       19.51       20.10       20.70       21.32       21.96       22.62       23.30       
20 3,172.22           3,267.39           3,365.41           3,466.37           3,570.36           3,677.47           3,787.80           3,901.43           4,018.47           4,139.03           18.30       18.85       19.42       20.00       20.60       21.22       21.85       22.51       23.18       23.88       
21 3,251.52           3,349.07           3,449.54           3,553.03           3,659.62           3,769.41           3,882.49           3,998.97           4,118.93           4,242.50           18.76       19.32       19.90       20.50       21.11       21.75       22.40       23.07       23.76       24.48       
22 3,332.81           3,432.80           3,535.78           3,641.85           3,751.11           3,863.64           3,979.55           4,098.94           4,221.91           4,348.56           19.23       19.80       20.40       21.01       21.64       22.29       22.96       23.65       24.36       25.09       
23 3,416.13           3,518.62           3,624.18           3,732.90           3,844.89           3,960.23           4,079.04           4,201.41           4,327.46           4,457.28           19.71       20.30       20.91       21.54       22.18       22.85       23.53       24.24       24.97       25.72       
24 3,501.54           3,606.58           3,714.78           3,826.22           3,941.01           4,059.24           4,181.02           4,306.45           4,435.64           4,568.71           20.20       20.81       21.43       22.07       22.74       23.42       24.12       24.85       25.59       26.36       
25 3,589.07           3,696.75           3,807.65           3,921.88           4,039.54           4,160.72           4,285.54           4,414.11           4,546.53           4,682.93           20.71       21.33       21.97       22.63       23.31       24.00       24.72       25.47       26.23       27.02       
26 3,678.80           3,789.17           3,902.84           4,019.93           4,140.52           4,264.74           4,392.68           4,524.46           4,660.20           4,800.00           21.22       21.86       22.52       23.19       23.89       24.60       25.34       26.10       26.89       27.69       
27 3,770.77           3,883.89           4,000.41           4,120.42           4,244.04           4,371.36           4,502.50           4,637.57           4,776.70           4,920.00           21.75       22.41       23.08       23.77       24.49       25.22       25.98       26.76       27.56       28.39       
28 3,865.04           3,980.99           4,100.42           4,223.43           4,350.14           4,480.64           4,615.06           4,753.51           4,896.12           5,043.00           22.30       22.97       23.66       24.37       25.10       25.85       26.63       27.42       28.25       29.09       
29 3,961.67           4,080.52           4,202.93           4,329.02           4,458.89           4,592.66           4,730.44           4,872.35           5,018.52           5,169.08           22.86       23.54       24.25       24.98       25.72       26.50       27.29       28.11       28.95       29.82       
30 4,060.71           4,182.53           4,308.01           4,437.25           4,570.36           4,707.47           4,848.70           4,994.16           5,143.98           5,298.30           23.43       24.13       24.85       25.60       26.37       27.16       27.97       28.81       29.68       30.57       
31 4,162.23           4,287.09           4,415.71           4,548.18           4,684.62           4,825.16           4,969.92           5,119.01           5,272.58           5,430.76           24.01       24.73       25.48       26.24       27.03       27.84       28.67       29.53       30.42       31.33       
32 4,266.28           4,394.27           4,526.10           4,661.88           4,801.74           4,945.79           5,094.16           5,246.99           5,404.40           5,566.53           24.61       25.35       26.11       26.90       27.70       28.53       29.39       30.27       31.18       32.12       
33 4,372.94           4,504.13           4,639.25           4,778.43           4,921.78           5,069.43           5,221.52           5,378.16           5,539.51           5,705.69           25.23       25.99       26.77       27.57       28.40       29.25       30.12       31.03       31.96       32.92       
34 4,482.26           4,616.73           4,755.23           4,897.89           5,044.83           5,196.17           5,352.06           5,512.62           5,678.00           5,848.34           25.86       26.64       27.43       28.26       29.11       29.98       30.88       31.80       32.76       33.74       
35 4,594.32           4,732.15           4,874.11           5,020.34           5,170.95           5,326.08           5,485.86           5,650.43           5,819.95           5,994.54           26.51       27.30       28.12       28.96       29.83       30.73       31.65       32.60       33.58       34.58       
36 4,709.18           4,850.45           4,995.97           5,145.85           5,300.22           5,459.23           5,623.00           5,791.69           5,965.44           6,144.41           27.17       27.98       28.82       29.69       30.58       31.50       32.44       33.41       34.42       35.45       
37 4,826.91           4,971.71           5,120.87           5,274.49           5,432.73           5,595.71           5,763.58           5,936.49           6,114.58           6,298.02           27.85       28.68       29.54       30.43       31.34       32.28       33.25       34.25       35.28       36.34       
38 4,947.58           5,096.01           5,248.89           5,406.35           5,568.54           5,735.60           5,907.67           6,084.90           6,267.45           6,455.47           28.54       29.40       30.28       31.19       32.13       33.09       34.08       35.11       36.16       37.24       
39 5,071.27           5,223.41           5,380.11           5,541.51           5,707.76           5,878.99           6,055.36           6,237.02           6,424.13           6,616.86           29.26       30.14       31.04       31.97       32.93       33.92       34.94       35.98       37.06       38.17       
40 5,198.05           5,353.99           5,514.61           5,680.05           5,850.45           6,025.97           6,206.74           6,392.95           6,584.73           6,782.28           29.99       30.89       31.82       32.77       33.75       34.77       35.81       36.88       37.99       39.13       
41 5,328.00           5,487.84           5,652.48           5,822.05           5,996.71           6,176.61           6,361.91           6,552.77           6,749.35           6,951.83           30.74       31.66       32.61       33.59       34.60       35.63       36.70       37.81       38.94       40.11       
42 5,461.20           5,625.04           5,793.79           5,967.60           6,146.63           6,331.03           6,520.96           6,716.59           6,918.09           7,125.63           31.51       32.45       33.43       34.43       35.46       36.53       37.62       38.75       39.91       41.11       
43 5,597.73           5,765.66           5,938.63           6,116.79           6,300.30           6,489.31           6,683.98           6,884.50           7,091.04           7,303.77           32.30       33.26       34.26       35.29       36.35       37.44       38.56       39.72       40.91       42.14       
44 5,737.68           5,909.81           6,087.10           6,269.71           6,457.80           6,651.54           6,851.08           7,056.62           7,268.32           7,486.36           33.10       34.10       35.12       36.17       37.26       38.37       39.53       40.71       41.93       43.19       
45 5,881.12           6,057.55           6,239.28           6,426.46           6,619.25           6,817.83           7,022.36           7,233.03           7,450.02           7,673.52           33.93       34.95       36.00       37.08       38.19       39.33       40.51       41.73       42.98       44.27       
46 6,028.14           6,208.99           6,395.26           6,587.12           6,784.73           6,988.27           7,197.92           7,413.86           7,636.27           7,865.36           34.78       35.82       36.90       38.00       39.14       40.32       41.53       42.77       44.06       45.38       
47 6,178.85           6,364.21           6,555.14           6,751.79           6,954.35           7,162.98           7,377.87           7,599.20           7,827.18           8,062.00           35.65       36.72       37.82       38.95       40.12       41.33       42.57       43.84       45.16       46.51       
48 6,333.32           6,523.32           6,719.02           6,920.59           7,128.21           7,342.05           7,562.31           7,789.18           8,022.86           8,263.55           36.54       37.64       38.76       39.93       41.13       42.36       43.63       44.94       46.29       47.68       
49 6,491.65           6,686.40           6,886.99           7,093.60           7,306.41           7,525.60           7,751.37           7,983.91           8,223.43           8,470.13           37.45       38.58       39.73       40.93       42.15       43.42       44.72       46.06       47.44       48.87       
50 6,653.94           6,853.56           7,059.17           7,270.94           7,489.07           7,713.74           7,945.16           8,183.51           8,429.02           8,681.89           38.39       39.54       40.73       41.95       43.21       44.50       45.84       47.21       48.63       50.09       
51 6,820.29           7,024.90           7,235.65           7,452.72           7,676.30           7,906.59           8,143.79           8,388.10           8,639.74           8,898.93           39.35       40.53       41.74       43.00       44.29       45.62       46.98       48.39       49.85       51.34       
52 6,990.80           7,200.52           7,416.54           7,639.04           7,868.21           8,104.25           8,347.38           8,597.80           8,855.74           9,121.41           40.33       41.54       42.79       44.07       45.39       46.76       48.16       49.60       51.09       52.62       
53 7,165.57           7,380.54           7,601.95           7,830.01           8,064.91           8,306.86           8,556.07           8,812.75           9,077.13           9,349.44           41.34       42.58       43.86       45.17       46.53       47.93       49.36       50.84       52.37       53.94       
54 7,344.71           7,565.05           7,792.00           8,025.76           8,266.53           8,514.53           8,769.97           9,033.07           9,304.06           9,583.18           42.37       43.65       44.95       46.30       47.69       49.12       50.60       52.11       53.68       55.29       
55 7,528.33           7,754.18           7,986.80           8,226.41           8,473.20           8,727.39           8,989.22           9,258.89           9,536.66           9,822.76           43.43       44.74       46.08       47.46       48.88       50.35       51.86       53.42       55.02       56.67       
56 7,716.54           7,948.03           8,186.47           8,432.07           8,685.03           8,945.58           9,213.95           9,490.36           9,775.08           10,068.33         44.52       45.85       47.23       48.65       50.11       51.61       53.16       54.75       56.40       58.09       
57 7,909.45           8,146.73           8,391.13           8,642.87           8,902.15           9,169.22           9,444.30           9,727.62           10,019.45         10,320.04         45.63       47.00       48.41       49.86       51.36       52.90       54.49       56.12       57.81       59.54       
58 8,107.18           8,350.40           8,600.91           8,858.94           9,124.71           9,398.45           9,680.40           9,970.81           10,269.94         10,578.04         46.77       48.18       49.62       51.11       52.64       54.22       55.85       57.53       59.25       61.03       
59 8,309.86           8,559.16           8,815.94           9,080.41           9,352.83           9,633.41           9,922.41           10,220.08         10,526.69         10,842.49         47.94       49.38       50.86       52.39       53.96       55.58       57.25       58.96       60.73       62.55       
60 8,517.61           8,773.14           9,036.33           9,307.42           9,586.65           9,874.25           10,170.47         10,475.59         10,789.85         11,113.55         49.14       50.62       52.13       53.70       55.31       56.97       58.68       60.44       62.25       64.12       
61 8,730.55           8,992.47           9,262.24           9,540.11           9,826.31           10,121.10         10,424.73         10,737.48         11,059.60         11,391.39         50.37       51.88       53.44       55.04       56.69       58.39       60.14       61.95       63.81       65.72       
62 8,948.81           9,217.28           9,493.80           9,778.61           10,071.97         10,374.13         10,685.35         11,005.91         11,336.09         11,676.17         51.63       53.18       54.77       56.42       58.11       59.85       61.65       63.50       65.40       67.36       87



2022 White Salmon Salary Matrix with 5% COLA
EXHIBIT A2022 COLA 5%   M  O  N  T  H  L  Y   H  O  U  R  L  Y

3% across Yrs. 1 2 to 3 4 to 5 6 to 7 8 to 9 10 to 11 12 to 13 14 to 15 16 to 17 18+ 1 2 to 3 4 to 5 6 to 7 8 to 9 10 to 11 12 to 13 14 to 15 16 to 17 18+
2.5 % down Step 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Range
63 9,172.54           9,447.71           9,731.14           10,023.08         10,323.77         10,633.48         10,952.49         11,281.06         11,619.49         11,968.08         52.92       54.51       56.14       57.83       59.56       61.35       63.19       65.08       67.04       69.05       
64 9,401.85           9,683.90           9,974.42           10,273.65         10,581.86         10,899.32         11,226.30         11,563.09         11,909.98         12,267.28         54.24       55.87       57.55       59.27       61.05       62.88       64.77       66.71       68.71       70.77       
65 9,636.89           9,926.00           10,223.78         10,530.50         10,846.41         11,171.80         11,506.96         11,852.17         12,207.73         12,573.96         55.60       57.27       58.98       60.75       62.58       64.45       66.39       68.38       70.43       72.54       
66 9,877.82           10,174.15         10,479.38         10,793.76         11,117.57         11,451.10         11,794.63         12,148.47         12,512.92         12,888.31         56.99       58.70       60.46       62.27       64.14       66.07       68.05       70.09       72.19       74.36       
67 10,124.76         10,428.51         10,741.36         11,063.60         11,395.51         11,737.37         12,089.50         12,452.18         12,825.75         13,210.52         58.41       60.17       61.97       63.83       65.74       67.72       69.75       71.84       74.00       76.22       
68 10,377.88         10,689.22         11,009.89         11,340.19         11,680.40         12,030.81         12,391.73         12,763.49         13,146.39         13,540.78         59.87       61.67       63.52       65.43       67.39       69.41       71.49       73.64       75.85       78.12       
69 10,637.33         10,956.45         11,285.14         11,623.70         11,972.41         12,331.58         12,701.53         13,082.57         13,475.05         13,879.30         61.37       63.21       65.11       67.06       69.07       71.15       73.28       75.48       77.74       80.07       
70 10,903.26         11,230.36         11,567.27         11,914.29         12,271.72         12,639.87         13,019.07         13,409.64         13,811.93         14,226.28         62.90       64.79       66.74       68.74       70.80       72.92       75.11       77.36       79.69       82.08       
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JOB DESCRIPTION 
CITY OF WHITE SALMON 

 
POSITION:   Police Office Manager 
DEPARTMENT:  Police Department 
REPORTS TO:  Chief of Police 
EFFECTIVE DATE: (to be approved by City Council) 
FLSA STATUS:  Union (Not subject to Civil Service) 
SALARY RANGE:  Range 38, Step 1- 10 depending on qualifications 
 
This is a full-time hourly position requiring 40 hours per week. Any work in excess of 40 hours 
per week should be compensated as overtime. 
 
MAJOR FUNCTION AND PURPOSE 
Under the direct supervision of the Chief of Police, the Police Officer Manager performs a 
variety of duties and related work as needed. Performs moderately complex and varied duties 
usually involving a specialized knowledge of the police department functions, procedures, and 
regulations.  Exercises considerable discretion in the protection or release of confidential 
information and matters related to personnel.  Maintains and updates agency records and 
complex data systems. Continually researches, recommends, and/or implements special projects 
including technology based and non-technological based systems.    
 
SUPERVISION RESPONSIBILITIES 
Organizes, trains, and supervises police clerk, intern staff and other volunteer staff when 
applicable. 
 
JOB DUTIES AND RESPONSIBILITIES 
The job duties and responsibilities represented in the job description in no way imply that these 
are the only duties to be performed. The employee occupying the position will be required to 
follow any other job-related instructions and to perform any job-related duties requested by the 
Chief of Police. This job description reflects general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility.  It should not be considered an all-inclusive listing of work requirements.  
 
Essential job functions of the position include: 
 

• Provide office leadership and act as point-of-contact for the Chief of Police and 
administrative functions including office policy, research, and development.   

 
• Ability to work in an environment where sensitive, disturbing, and graphic information is 

discussed and processed. 
 

• Prepares forms, reports and related materials requiring specialized knowledge of agency 
regulations or technical terminology. 
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• Receives telephone calls and visitors, routes calls, takes messages, applies knowledge of 
agency regulations and procedures in answering inquires.  Perform support functions 
within the police department.  This includes operating the front desk, taking citizen 
complaint information, and generating case reports for officers. Processing mail and other 
tasks as needed.  

 
• Coordinate’s reporting schedules for special functions related to meetings, court, special 

training, etc.  
 

• Maintains, updates, and provides research and/or cost analysis for intergovernmental 
agreements and State and Federal contracts. 

 
• Assists the Chief of Police in establishing the annual budget. Manages the approved 

budget in conjunction with the Chief of Police; monitors the budget throughout the fiscal 
year; prepares budget documents for necessary adjustments; interacts frequently with the 
finance department. 

 
• Performs research and provides recommendations for special projects and new grants. 

Formulate and submit grant applications and manage grants.  
 

• Maintains system functions for police department video surveillance.  
 

• Provides marketing and public relations. Be actively involved in various PR functions for 
the department.  

 
• Organizes the office workflow; analyzes and recommends technology-based programs 

and equipment for increased system efficiencies. 
 

• Maintains agency records, control of purchasing, and accounts payable. 
 

• Responsible for managing state and ACCESS audits.  
 

• Process citizen fingerprinting requests. 
 

• Oversee, process & distribute police reports to City and County Prosecutor Office’s and 
other agencies as requested.  

 
• Receive, process, and assign civil process service.  

 
• Perform data entry of incident case reports, criminal/non-criminal citations, and 

dispositions into Spillman. 
 

• Compile daily statistics and submit information to proper entity.  Including, but not 
limited to: 
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a. Compile, enter and report statistics to NIBRS (National Incident Based 
Reporting System) each month. 

b. Compile daily incident reports for police blotter. 
c. Compile monthly police stats for the cities of Bingen and White Salmon 
 

• Act as the designated Public Records Officers for the department. Meet the state training 
requirements for public records officers.  

 
• Receive, log, file and serve all department subpoenas.  

 
• ACCESS Level I, II and TAC certified. Maintain ACCESS records, policies, and 

procedures. Monitor department ACCESS usage. Responsible for ACCESS audits.  
 

• Responsible for criminal background checks and CJIS (Criminal Justice Information 
System) certification for all contract employees.  

 
• Enter all required items into WACIC/NCIC during business hours and forward 

documentation to Department of Emergency Management. 
 

• Validate all department WACIC/NCIC entries monthly as required by ACCESS policy.  
 

• Process all criminal and employment background checks as requested.  
 

• Act as the department evidence administrator. Responsible for receiving, processing, 
storing and releasing or disposing of all evidence and property for the department. 
Oversee any evidence officer assistants. Responsible for property and evidence audits 
conducted by the state auditor. Maintain periodic property and evidence training.  

 
• Responsible for department record management. Meet state training requirements for 

record managers regarding record retention. 
 

• Review payroll with the Chief before submitting to the payroll clerk.  
 

• Purchase equipment and supplies as needed for the department and employees. Approve 
employee uniform and equipment requests. Maintain employee equipment and uniform 
allowance.   

 
• Maintain training records for all department employees.  

 
• Maintain police department website, unless otherwise delegated by the Chief. 

 
• Available for call out as needed.  

 
• Be actively involved with various agencies relating to law enforcement as a 

representative of the department. 
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• Establish and maintain effective working relationships with co-workers, supervisors, and 
the public. 

 
• Must possess the ability to work unsupervised and always maintain discretion and 

confidentiality. 
 

• Follow safety procedures established for work area. 
 

• Perform activities, functions and other related tasks and duties as assigned or required. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required.  
 

• Proficient with all peripheral office equipment, Outlook, Word, Excel, ACCESS, 
PowerPoint, Adobe Acrobat Pro and other specific hardware and software utilized in law 
enforcement. 

 
• Ability to read, analyze, and interpret general governmental periodicals, professional 

journals, technical procedures, or governmental regulations.  Ability to write reports, data 
graphs, correspondence, and procedure manuals.  Ability to effectively present 
information and respond to questions from groups of managers, clients, customers, and 
the general public.   
 

• Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and 
to draw and interpret bar graphs.  
 

• Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of 
instructions furnished in written, oral, diagram, or schedule form.  
 

• Thorough knowledge of grammatical usage, spelling punctuation, vocabulary, and 
arithmetic; knowledge of modern office methods and procedures; knowledge of 
bookkeeping principles and practices; ability to learn and to apply rules and regulations 
governing two-way radio and the civil process; ability to speak clearly and deal tactfully 
with others.  Experience in designing efficient office forms, procedures, and methods for 
improvements in efficiencies. Experience in managing personnel. Experience in a law 
enforcement office desirable. 

 
• Type at an accepted occupational level with speed and accuracy; understand and follow 

complex oral and written instructions, communicate effectively both orally and in 
writing; learn agency policies and procedures, labor contract, city ordinances, laws and 
regulations; make decisions independently in accordance with established policies; 
provide information and answer questions.  Perform detailed work involving numerical 
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data.  
 

• Skill in the operation of a full scope of office equipment and machinery including 
advanced expertise with utilization of computer software programs. 

 
• Ability to establish and maintain effective working relationships with police department 

employees, criminal justice agencies, and the public in stressful situations. 
 

• Ability to interpret and follow established guidelines including: 
  

1. City ordinances, resolutions, policies, and procedures 
2. Department policies and procedures 
3. Desk procedures 
4. Establish and maintain effective working relationships with others. 

 
• ACCESS Level I & II Certification  
• ACCESS TAC Certification* 
• Public Records Act Training* 
• Property & Evidence Officer Training*  
• Record Management-Record Retention training*  
• Spillman (record keeping software)* 

 
*The training is required to fulfill the Police Office Manager duties. Some training is 
ongoing and will begin within the first year of employment 
 

WORKING CONDITIONS 
The work environment described is representative of those the employee encounters while 
performing the essential functions of this job description. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. The noise level in 
the work environment is moderately noisy in the office setting. This position will deal with the 
public directly and the employee must interact responsibly with angry and disgruntled people. 
 
PHYSICAL REQUIREMENTS 
The physical demands described herein are representative of those that must be met by the Police 
Office Manager to successfully perform the essential functions of this job. 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
The Police Office Manager position may require long periods of sitting, standing, stooping, 
and/or reaching. This position may also require lifting objects weighing more than twenty-five 
(25) pounds.  
 
RECRUITING REQUIREMENTS 

• US Citizen 
• High School Graduate/GED 
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• Possess a valid driver’s license 
• Ability to read, write and speak the English language 
• Background in and knowledge of basic laws and regulations 
• Ability to pass background and polygraph testing 
• AA degree in business, accounting and/or criminal justice is preferred. 

 
In place of the above requirements, any combination of education and experience that provides 
the applicant with the required knowledge, skills, and abilities to perform the job may be 
considered as qualifying. 
 
This job description does not constitute an agreement between the employer and the employee 
and in no way implies that these are the only duties to be performed.  Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other 
job-related duties requested by their supervisor. 
 
I have read and understand this class description. 
 
 
 
               
Signature      Date 
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JOB DESCRIPTION 
CITY OF WHITE SALMON 

 
 

POSITION:    Police Clerk/Finance Clerk 
DEPARTMENT:   Police Department (0.50 FTE) and Finance Department (0.50 FTE)  
REPORTS TO:   Police Officer Manager and Clerk Treasurer  
EFFECTIVE DATE:  To be adopted by City Council 
FLSA STATUS:  Union (Not subject to Civil Service) 
SALARY RANGE:   Range 32, Step 1-10 Depending on Qualifications 
 
This is a full-time hourly union position requiring 40 hours per week. Any work in excess of 40 
hours per week shall be compensated as overtime.  
 
MAJOR FUNCTION AND PURPOSE  
The Police Clerk works under the supervision of the Police Office Manager and performs a 
variety of duties and related work as required. The Finance Clerk works under the supervision of 
the Clerk Treasurer and performs accounts payable, accounts receivable and other clerical 
functions as required. The position is split between the Police Department and Finance 
Department. The position will be staffed in the police department office except for emergency 
situations when the Finance Clerk is needed to staff the front office desk at City Hall when the 
other two positions are not able to do so. 
 
GENERAL FUNCTION  
Supervision of this position is ongoing, consisting of meetings with the Police Office Manager 
and City Clerk/Treasurer to discuss priorities, tasks, and review of work. Police Clerk duties, 
for the most part, take priority. 
 
SUPERVISION RESPONSIBILITIES  
There are no supervision responsibilities associated with this position. 
 
JOB DUTIES AND RESPONSIBILITIES  
The job duties and responsibilities represented in the job description in no way imply that these 
are the only duties to be performed.  Employee occupying the position will be required to follow 
any other job-related instructions and to perform any job-related duties requested by the Police 
Office Manager and City Clerk/Treasurer (in coordination with the Police Office Manager). This 
job description reflects general details as necessary to describe the principal functions of this job, 
the level of knowledge and skill typically required, and the scope of responsibility, but should not 
be considered an all-inclusive listing of work requirements.  The individual may perform other 
duties as assigned, including working in other functional areas to cover absences or relief, to 
equalize peak work periods, or to otherwise balance the workload. 
 
Police Clerk 

• Perform support functions with the police department. This includes operating the front 
desk, handling incoming calls, taking citizen complaint information and generating case 
reports for officers. Processing mail and other tasks as needed. 
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• Process citizen fingerprinting requests. 
• Process and distribute police reports to City and County Prosecutor Office’s and other 

agencies as requested. 
• Perform data entry of incident case reports, criminal/non-criminal citations and 

dispositions into Spillman. 
• Compile daily statistics and submit information to property entity. Including, but not 

limited to: 
- Compile, enter and report statistics to NIBRS (National Incident Based Reporting 

System) each month. 
- Compile monthly police statistics for the cities of Bingen and White Salmon. 

• Assist in processing and fulfilling public record requests. 
• ACCESS Level 1 and II certified and Assistant TAC. 
• Assist in receiving, processing, storing and releasing or disposing of all evidence and 

property for the department. 
• Assist with department record management. 
• Assist with the purchase supplies as needed and retain documentation. Process vouchers 

for department purchases for payment. 
• Assist in maintenance of Police Department Web Page. 
• Must possess the ability to work unsupervised and maintain discretion and confidentiality 

at all times. 
• Follow safety procedures established for work area. 
• Perform activities, functions and other related tasks and duties as assigned or required. 

 
Finance Clerk 

• Provides a wide variety of regular and recurring accounting procedures, including 
calculating, posting, verifying, preparing and mailing checks for payment of bills 
(Accounts Payable). 

• Receives, accounts for and safeguards cash as may be required. 
• Files and retrieves records. 
• Takes payments, in person and over the phone, for a variety of items, including utility 

bills, building permits, etc. 
• Deals with the public, at the counter and by phone.    
• Maintains complete confidentiality of all information obtained in the normal course of 

work. 
• Performs other clerical and secretarial duties as may be required.  

 
KNOWLEDGE, SKILLS AND ABILITIES  
While requirements may be representative of minimum levels of knowledge, skills and abilities, 
to perform this job successfully, the incumbent will possess the abilities and aptitudes to perform 
each duty proficiently.  
 

• Operation of computer equipment.  
• Operation of general office equipment, such as cash register, 10-key calculator, copier, 

etc. 
• Ability to use Microsoft Word and Excel. 
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• Ability to perform cashier duties accurately. 
• Ability to communicate effectively verbally and in writing.  
• Ability to effectively meet and deal with the public. 
• Ability to handle stressful situations. 
• Ability to read, write and speak the English language. 
• Establish and maintain effective working relationships with others. 
• Ability to obtain ACCESS I & II Certification and Assistant TAC Certification 
• Public Records Management Training* 
• Spillman Software Training* 
• Property & Evidence Training* 
• Interpret and follow established guidelines including: 

- City ordinances, resolutions, policies and procedures 
- Department policies and procedures 
- Desk procedures 

 
*The training is required to fulfill Police Clerk duties. Training is ongoing and will begin 
within the first year of employment. 
 

WORKING CONDITIONS 
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. The noise level 
in the work environment is moderately noisy.  
 
CONTACTS AND RELATIONSHIPS  
The Finance Clerk will have contact with citizens of the community, planning groups and 
agencies. In the course of completing the required job duties, the individual in this position will 
have contacts in person, via telephone, or through correspondence which are primarily to provide 
or collect information. 
 

PHYSICAL REQUIREMENTS  
The physical demands described here are 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.  

The Finance Clerk position may require long periods of sitting, standing, stooping, and/or 
reaching. This position may also require lifting objects weighing more than twenty-five (25) 
pounds. Specific vision abilities required by this position include close vision and the ability to 
adjust focus. This position may be subject to verbal abuse at times from the public.  
 
RECRUITING REQUIREMENTS  

• High school diploma or equivalent  
• Valid Washington State Driver's License  
• Background in and knowledge of basic laws and regulations  
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• Ability to pass background and polygraph testing 
 
EXPERIENCE AND TRAINING  

• AA degree in business, accounting and/or criminal justice is preferred.  
• Must have the ability to type 45 words per minute accurately  
• Must be bondable,  

 
Requirements outlined in this job description may be subject to modification to reasonably 
accommodate individuals with disabilities who are otherwise qualified for employment in this 
position. 
 
In place of the above requirements, any combination of education and experience that provides 
the applicant with the required knowledge, skills and abilities to perform the job may be 
considered as qualifying. 
 
This job description does not constitute an agreement between the employer and the employee 
and in no way implies that these are the only duties to be performed.  Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other job-
related duties requested by their supervisor. 
 
I have read and understand this class description 
 
 
           
Signature     Date 
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JOB DESCRIPTION 
CITY WHITE SALMON 

 
JOB TITLE:   Entry Level Police Officer 
DEPARTMENT:      Police 
REPORTS TO:     Chief of Police 
EFFECTIVE DATE: Upon adoption by the city council. 
SALARY RANGE:  Range 35, Step 1-2   
 
This is a full-time hourly union position requiring 40 hours per week.  Any work in excess of 40 
hours per week shall be compensated as overtime. 
 
Applicant must have at least two years’ experience in law enforcement in the State Of 
Washington or two years’ experience out of state and the ability to successfully pass the 
Washington State Criminal Justice Training Center equivalency academy.     
 
MAJOR FUNCTION AND PURPOSE 
The Police Officer performs police patrol, investigation, traffic regulation, and related law 
enforcement activities. 
 
GENERAL FUNCTION 
Supervision of this position is sporadic, consisting of occasional meetings with the Chief of 
Police to discuss priorities, tasks and review of work. 
 
SUPERVISION RESPONSIBILITIES 
There is no supervision responsibilities associated with this position other than minor supervision 
of reserve officers. 
 
JOB DUTIES AND RESPONSIBILITIES 
The job duties and responsibilities represented in the job description in no way imply that these 
are the only duties to be performed.  Employee occupying the position will be required to follow 
any other job-related instructions and to perform any job related duties requested by the Chief of 
Police.  This job description reflects general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility, but should not be considered an all-inclusive listing of work requirements.  The 
individual may perform other duties as assigned, including working in other functional areas to 
cover absences or relief, to equalize peak work periods, or to otherwise balance the work load. 
 

• Within the City, members of the department, based on their assignment shall, at all times, 
take the appropriate action to; protect and preserve life and property; preserve and 
enhance the peace and safety of the community; enforce all City ordinances, state laws, 
and federal laws within the City of White Salmon.  All members shall perform their 
duties as required or directed by law and departmental orders, policies and/or regulations. 

• Maintains normal availability by radio or telephone for consultation on major 
emergencies or precedent.  Carries out duties in conformance with Federal, State, County, 
and City laws and ordinances. 
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• Works on rotating shifts performing security patrols, traffic control, investigation and 
first aid at accidents, detection, investigation and arrest of persons involved in crimes or 
misconduct.  Works an assigned shift using own judgment in deciding course of action 
being expected to handle difficult and emergency situations without assistance. 

• Patrols City streets, parks, commercial and residential areas to preserve the peace and 
enforce the law, control vehicular traffic, prevent or detect and investigate misconduct 
involving misdemeanors, felonies and other law violations, and to otherwise serve and 
protect. 

• Responds to emergency radio calls and investigates accidents, robberies, civil 
disturbances, domestic disputes, fights, drunkenness, missing children, prowlers, above 
of drugs, etc.  Take appropriate law enforcement action. 

• Interrogates suspects, witnesses and drivers.  Preserves evidence.  Arrests violators.  
Investigates and renders assistance at scene of vehicular accidents.  Summon ambulances 
and other enforcement vehicles.  Takes measurements and draws diagrams of scene. 

• Conducts follow-up investigations of crimes committed during assigned shift.  Seeks out 
and questions victims, witnesses and suspects.  Develops leads and tips. Searches scene 
of crime for clues.  Analyzes and evaluates evidence and arrests offenders. 

• Prepares cases for giving testimony and testifies in court proceedings. 
• Prepares a variety of reports and records including daily log, reports of investigation, 

field interrogation report, alcohol reports, influence reports, breathalyzer check list, bad 
check form, vehicle impoundment form, traffic hazard report, etc.  Undertakes 
community oriented police work, and assists citizens with such matters as locked or 
stalled vehicles, crime prevention, drug abuse resistance education (DARE), traffic 
safety, etc. 

• Participates in investigating criminal law violations occurring within the City limits, 
obtaining evidence and compiling information regarding these crimes, preparing cases for 
filing of charges, testifying in court and related activities. 

• Conduct patrol activities including directing traffic, investigation of reported or observed 
violations of law, and conducting patrol activities. 

• Coordinates activities with other officers or other City departments as needed, exchanges 
information with officers in other law enforcement agencies, and obtains advice from the 
City Attorney, Court Administrator, and Municipal Prosecutor’s Office regarding cases, 
policies and procedures, as needed and assigned. 

• Keeps the Mayor informed of incidents or developments that may unusually affect public 
or official relations and criminal conditions.  Furnishes such statistics and suggestions as 
deemed advisable for the improvement of the police service. (In the absents of the Chief 
or Sergeant) 
 

KNOWLEDGE, SKILLS AND ABILITIES 
While requirements may be representative of minimum levels of knowledge, skills and abilities, 
to perform this job successfully, the incumbent will possess the abilities and aptitudes to perform 
each duty proficiently.  There will be a six month period in which these attributes must be 
demonstrated before permanent employment. 
 

• Tools and equipment; firearms, emergency vehicles, medical equipment, typewriters, 
computers, adding machines, two-way radios, copy machine, restraint equipment, 
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(handcuffs, cap stun), BAC, radar, Fire equipment, cameras, video equipment, crime 
scene equipment, tape recorders, Haz Mat equipment, telephone, etc. 

• Must have basic knowledge and skills in: Federal laws, juvenile law, drug laws, liquor 
laws, traffic laws, criminal law, local ordinances, health laws, judicial procedures, 
criminal procedures, WAC codes, labor laws and issues, civil service rules, search and 
seizure laws, liability issues, risk management, arrest procedures, Constitutional law 
issues, social trends, etc. 

 
WORKING CONDITIONS 
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. 
 
Work is performed indoors and outdoors.  Employees may need to work in confined spaces and 
may be required to work in noisy work areas.  He/she may be exposed to extremes in 
temperature, chemicals or noxious fumes, and to insect stings.  The Police Officer is exposed to 
other hazards, as well.  Among the hazards encountered are dampness, direct sunlight, dust, 
pollen, explosives, machinery or its moving parts, or various job-related chemicals.  Hazardous 
areas are routinely encountered, including but not limited to construction hazards, open trenches, 
traffic and specialized equipment.  Protective clothing may be required for completion of some 
job requirements. 
 
CONTACTS AND RELATIONSHIPS 
The Police Officer will have extensive contact with citizens of the community and other federal, 
state and local agencies.  In the course of completing the required job duties, the individual in 
this position will have a variety of contacts in person, via telephone, or through correspondence 
which are primarily to provide or collect information.  However, virtually all of these 
professional contacts involve the coordination of projects or activities. 
 
PHYSICAL REQUIRMENTS 
The physical demands described here are 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. 
 
The Police Officer is frequently required to sit and talk or hear.  The employee is occasionally 
required to stand; walk; use hands to finger, handle, or feel objects, tools or controls; reach with 
hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell. 
 
This position may also require the employee to lift and/or move objects weighting more than one 
hundred (100) pounds.  Specific vision abilities required by this position include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  
The position may be subject to verbal abuse at times from the public. 
 
RECRUITING REQUIRMENTS 

• Must be twenty-one (21) years of age or older at the time of employment. 
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• Must have a minimum of two years’ experience in Law Enforcement in Washington 
State. Or two years’ experience in another state and pass the Washington State Criminal 
Justice Training Center equivalency academy.   

• Must possess, or be able to obtain by the time of hire, a valid Washington State driver’s 
license without record of suspension or revocation in any State. 

• High school diploma or equivalent supplemented by Certification from Washington’s 
Basic Academy. 

• AA in criminal justice preferred. 
• Must be a U.S. citizen, able to read and write the English language and have no criminal 

record. 
• Must be of good moral character and drug free. 

 
EXPERIENCE AND TRAINING 

• Any combination of experience and training that provides the desired skills, knowledge 
and abilities. 

• Requirements outlined in this job description may be subject to modification to 
reasonably accommodate individuals with disabilities who are otherwise qualified for 
employment in this position.  However, some requirements may exclude individuals who 
pose a direct threat or significant risk to the health and safety of themselves or other 
employees. 

 
This job description does not constitute an agreement between the employer and the employee 
and in no way implies that these are the only duties to be performed.  Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other 
job-related duties requested by their supervisor. 
 
This job description does not constitute an agreement between the employer and the employee 
and in no way implies that these are the only duties to be performed.  Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other 
job-related duties requested by their supervisor. 
 
I have read and understand this class description. 
 
 
              
Signature       Date 
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JOB DESCRIPTION 
CITY WHITE SALMON 

 
JOB TITLE:   Police Officer 
DEPARTMENT:      Police 
REPORTS TO:     Chief of Police 
EFFECTIVE DATE: Upon adoption by the city council 
SALARY RANGE:  Range 43, Step 1-10 depending on qualifications  
 
This is a full-time hourly union position requiring 40 hours per week.  Any work in excess of 40 
hours per week shall be compensated as overtime. 
 
MAJOR FUNCTION AND PURPOSE 
The Police Officer performs police patrol, investigation, traffic regulation, and related law 
enforcement activities. 
 
GENERAL FUNCTION 
Supervision of this position is sporadic, consisting of occasional meetings with the Chief of 
Police to discuss priorities, tasks and review of work. 
 
SUPERVISION RESPONSIBILITIES 
There is no supervision responsibilities associated with this position other than minor supervision 
of reserve officers. 
 
JOB DUTIES AND RESPONSIBILITIES 
The job duties and responsibilities represented in the job description in no way imply that these 
are the only duties to be performed.  Employee occupying the position will be required to follow 
any other job-related instructions and to perform any job related duties requested by the Chief of 
Police.  This job description reflects general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility, but should not be considered an all-inclusive listing of work requirements.  The 
individual may perform other duties as assigned, including working in other functional areas to 
cover absences or relief, to equalize peak work periods, or to otherwise balance the work load. 
 

• Within the City, members of the department, based on their assignment shall, at all times, 
take the appropriate action to; protect and preserve life and property; preserve and 
enhance the peace and safety of the community; enforce all City ordinances, state laws, 
and federal laws within the City of White Salmon.  All members shall perform their 
duties as required or directed by law and departmental orders, policies and/or regulations. 

• Maintains normal availability by radio or telephone for consultation on major 
emergencies or precedent.  Carries out duties in conformance with Federal, State, County, 
and City laws and ordinances. 

• Works on rotating shifts performing security patrols, traffic control, investigation and 
first aid at accidents, detection, investigation and arrest of persons involved in crimes or 
misconduct.  Works an assigned shift using own judgment in deciding course of action 
being expected to handle difficult and emergency situations without assistance. 
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• Patrols City streets, parks, commercial and residential areas to preserve the peace and 
enforce the law, control vehicular traffic, prevent or detect and investigate misconduct 
involving misdemeanors, felonies and other law violations, and to otherwise serve and 
protect. 

• Responds to emergency radio calls and investigates accidents, robberies, civil 
disturbances, domestic disputes, fights, drunkenness, missing children, prowlers, above 
of drugs, etc.  Take appropriate law enforcement action. 

• Interrogates suspects, witnesses and drivers.  Preserves evidence.  Arrests violators.  
Investigates and renders assistance at scene of vehicular accidents.  Summon ambulances 
and other enforcement vehicles.  Takes measurements and draws diagrams of scene. 

• Conducts follow-up investigations of crimes committed during assigned shift.  Seeks out 
and questions victims, witnesses and suspects.  Develops leads and tips. Searches scene 
of crime for clues.  Analyzes and evaluates evidence and arrests offenders. 

• Prepares cases for giving testimony and testifies in court proceedings. 
• Prepares a variety of reports and records including daily log, reports of investigation, 

field interrogation report, alcohol reports, influence reports, breathalyzer check list, bad 
check form, vehicle impoundment form, traffic hazard report, etc.  Undertakes 
community oriented police work, and assists citizens with such matters as locked or 
stalled vehicles, crime prevention, drug abuse resistance education (DARE), traffic 
safety, etc. 

• Participates in investigating criminal law violations occurring within the City limits, 
obtaining evidence and compiling information regarding these crimes, preparing cases for 
filing of charges, testifying in court and related activities. 

• Conduct patrol activities including directing traffic, investigation of reported or observed 
violations of law, and conducting patrol activities. 

• Coordinates activities with other officers or other City departments as needed, exchanges 
information with officers in other law enforcement agencies, and obtains advice from the 
City Attorney, Court Administrator, and Municipal Prosecutor’s Office regarding cases, 
policies and procedures, as needed and assigned. 

• Keeps the Mayor informed of incidents or developments that may unusually affect public 
or official relations and criminal conditions.  Furnishes such statistics and suggestions as 
deemed advisable for the improvement of the police service.(In the absence of the Chief 
or Sergeant)  
 

KNOWLEDGE, SKILLS AND ABILITIES 
While requirements may be representative of minimum levels of knowledge, skills and abilities, 
to perform this job successfully, the incumbent will possess the abilities and aptitudes to perform 
each duty proficiently.  There will be a six month period in which these attributes must be 
demonstrated before permanent employment. 
 

• Tools and equipment; firearms, emergency vehicles, medical equipment, typewriters, 
computers, adding machines, two-way radios, copy machine, restraint equipment, 
(handcuffs, capstun), BAC, radar, Fire equipment, cameras, video equipment, crime 
scene equipment, tape recorders, Haz Mat equipment, telephone, etc. 

• Must have basic knowledge and skills in: Federal laws, juvenile law, drug laws, liquor 
laws, traffic laws, criminal law, local ordinances, health laws, judicial procedures, 

104



3 
 

criminal procedures, WAC codes, labor laws and issues, civil service rules, search and 
seizure laws, liability issues, risk management, arrest procedures, Constitutional law 
issues, social trends, etc. 

 
WORKING CONDITIONS 
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. 
 
Work is performed indoors and outdoors.  Employees may need to work in confined spaces and 
may be required to work in noisy work areas.  He/she may be exposed to extremes in 
temperature, chemicals or noxious fumes, and to insect stings.  The Police Officer is exposed to 
other hazards, as well.  Among the hazards encountered are dampness, direct sunlight, dust, 
pollen, explosives, machinery or its moving parts, or various job-related chemicals.  Hazardous 
areas are routinely encountered, including but not limited to construction hazards, open trenches, 
traffic and specialized equipment.  Protective clothing may be required for completion of some 
job requirements. 
 
CONTACTS AND RELATIONSHIPS 
The Police Officer will have extensive contact with citizens of the community and other federal, 
state and local agencies.  In the course of completing the required job duties, the individual in 
this position will have a variety of contacts in person, via telephone, or through correspondence 
which are primarily to provide or collect information.  However, virtually all of these 
professional contacts involve the coordination of projects or activities. 
 
PHYSICAL REQUIRMENTS 
The physical demands described here are 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. 
 
The Police Officer is frequently required to sit and talk or hear.  The employee is occasionally 
required to stand; walk; use hands to finger, handle, or feel objects, tools or controls; reach with 
hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell. 
 
This position may also require the employee to lift and/or move objects weighting more than one 
hundred (100) pounds.  Specific vision abilities required by this position include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  
The position may be subject to verbal abuse at times from the public. 
 
RECRUITING REQUIRMENTS 

• Must be twenty-one (21) years of age or older at the time of employment. 
• Must possess, or be able to obtain by the time of hire, a valid Washington State driver’s 

license without record of suspension or revocation in any State. 
• High school diploma or equivalent supplemented by Certification from Washington’s 

Basic Academy. 
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• AA in criminal justice preferred. 
• Must be a U.S. citizen, able to read and write the English language and have no criminal 

record. 
• Must be of good moral character and drug free. 

 
EXPERIENCE AND TRAINING 

• Any combination of experience and training that provides the desired skills, knowledge 
and abilities. 

• Requirements outlined in this job description may be subject to modification to 
reasonably accommodate individuals with disabilities who are otherwise qualified for 
employment in this position.  However, some requirements may exclude individuals who 
pose a direct threat or significant risk to the health and safety of themselves or other 
employees. 

 
This job description does not constitute an agreement between the employer and the employee 
and in no way implies that these are the only duties to be performed.  Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other job 
related duties requested by their supervisor. 
 
I have read and understand this class description. 
 
 
 
              
Signature       Date 
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CITY OF WHITE SALMON 
JOB DESCRIPTION 

 
JOB TITLE:   Sergeant 
DEPARTMENT:  Police 
REPORTS TO:  Chief of Police 
EFFECTIVE DATE: Upon adoption by City Council 
SALARY RANGE:  Range 50, Step 1-10 depending upon qualifications 
 
This is a full-time hourly union position requiring 40 hours per week.  Any work in excess of 40 
hours per week shall be compensated as overtime. 
 
MAJOR FUNCTION AND PURPOSE 
The Sergeant performs police patrol, investigations, traffic regulations, and related law 
enforcement activities. The Sergeant oversees major crime scenes and supervises and assists in 
gathering evidence of a crime. Reports to the Chief on daily activities and major incidents 
keeping him/her informed on the progress of an incident. The Sergeant may be assigned to 
investigate specific crimes as required including drug investigations, homicides and major 
crimes. The Sergeant is required to be able to investigate all crimes within his/her jurisdictional 
boundaries and may be asked to assist other agencies as required. The Sergeant is responsible for 
supervising all patrol officers and oversees the Office Manager in the Chief’s absence.  
 
GENERAL FUNCTION 
Supervision of this position is sporadic, consisting of regular meetings with the Chief of Police to 
discuss priorities, tasks, and review of work. The Sergeant is responsible for scheduling of shifts, 
vacations and covering shifts when patrol is unable to cover their assigned shift, either by 
assigning another officer to the shift or covering the shift by his/her self. The Sergeant is 
responsible for seeing the mandates are met for required training hours as set by CJTC. The 
Sergeant will conduct annual patrol officer performance reviews and provide them for review by 
the Chief. The Sergeant will review reports as presented by patrol officers and see that proper 
corrections and details are within such report prior to being submitted to the appropriate 
prosecutor. The Sergeant is responsible for inspecting vehicles and equipment provided to the 
patrol officers to see they are clean and functioning properly. The Sergeant will stay informed on 
activities in the surrounding jurisdictions and inform patrol of activities affecting our 
jurisdiction. The Sergeant is subject to other duties as assigned by the Chief.  
 
SUPERVISION RESPONSIBLITIES  
The Sergeant is responsible for supervising all patrol officers, their activities, daily functions and 
for overseeing the Office Manager’s responsibilities in the Chief’s absence. 
 
JOB DUTIES AND RESPONSIBILITIES 
The job duties and responsibilities represented in the job description in no way imply that these 
are the only duties to be performed. The employee occupying the position will be required to 
follow any other job-related instructions and to perform any job-related duties requested by the 
Chief of Police. This job description reflects general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
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responsibility.  It should not be considered an all-inclusive listing of work requirements. The 
individual may perform other duties as assigned, including working in other functional areas to 
cover absences or relief, to equalize peak work periods, or to otherwise balance the work load.  
 
General requirements: 
 

• Within the City, members of the department, based on their assignment shall, at all 
times, take the appropriate action to; protect and preserve life and property; preserve 
and enhance the peace and safety of the community; enforce all City ordinances, state 
laws, and federal laws within the City of White Salmon. All members shall perform 
their duties as required or directed by law and departmental orders, policies and/or 
regulations. 
 

Requirements specific to the Sergeant: 
 

• Maintains normal availability by radio or telephone for consultation on major 
emergencies or precedent. Carries out duties in conformance with Federal, State, 
County, and City laws and ordinances. 

 
• Works on rotating shifts performing security patrols, traffic control, investigations 

and first aid at accidents, detection, investigation and arrest of persons involved in 
crimes or misconduct. Works an assigned shift using own judgment in deciding 
course of action being expected to handle difficult and emergency situations without 
assistance. Supervises patrol officers on a daily basis.  

 
• Patrols city streets, parks, commercial and residential areas to preserve the peace and 

enforce the law, control vehicular traffic, prevent or detect and investigate 
misconduct involving misdemeanors, felonies and other law violations, and to 
otherwise serve and protect.  

 
• Responds to emergency radio calls and investigates accidents, robberies, civil 

disturbances, domestic disputes, fights, drunkenness, missing children, prowlers, 
abuse of drugs, etc. Take appropriate law enforcement action.  

 
• Interrogates suspects, witnesses and drivers. Preserves evidence. Arrests violators. 

Investigates and renders assistance at scene of vehicular accidents. Summon 
ambulances and other enforcement vehicles. Takes measurements and draws 
diagrams of scene.  

 
• Conducts follow-up investigations of crimes committed during assigned shift. Seeks 

out and questions victims, witnesses and suspects. Develops leads and tips. Searches 
scene of crime for clues. Analyzes and evaluates evidence and arrests offenders.  

 
• Prepares cases for giving testimony and testifies in court proceedings. 
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• Prepares a variety of reports and records including daily log, reports of investigation, 
field interrogation report, alcohol reports, influence reports, breathalyzer check list, 
bad check form, vehicle impoundment form, traffic hazard report, etc. Undertakes 
community oriented police work, and assists citizens with such matters as locked or 
stalled vehicles, crime prevention, drug abuse resistance education (DARE), traffic 
safety, etc.  

 
• Participates in investigating criminal law violations occurring within the city limits, 

obtaining evidence and compiling information regarding these crimes, preparing 
cases for filing of charges, testifying in court and related activities.  

 
• Conduct patrol activities including directing traffic, investigation of reported or 

observed violations of law, and conducting patrol activities.  
 
• Coordinates activities with other officers or other city departments as needed, 

exchanges information with officers in other law enforcement agencies, and obtains 
advice from the City Attorney, Court Administrator, and Municipal Prosecutor’s 
Office regarding cases, policies and procedures, as needed and assigned.  

 
• In the absence of the Chief, keeps the Mayor informed of incidents or developments 

that may unusually affect public or official relations and criminal conditions. 
Furnishes such statistics and suggestions as deemed advisable for the improvement of 
the police service.  
 

KNOWLEDGE, SKILLS AND ABILITIES 
While requirements may be representative of minimum levels of knowledge, skills and abilities, 
to perform this job successfully, the incumbent will possess the abilities and aptitudes to perform 
each duty proficiently. There will be a six-month period in which these attributes must be 
demonstrated before permanent assignment.  
 

• Demonstrate proficiency in the following tools and equipment: firearms, emergency 
vehicles, medical equipment, typewriters, computers, adding machines, two-way 
radios, copy machine, restraint equipment, (handcuffs, cap stun), BAC, radar, fire 
equipment, cameras, video equipment, crime scene equipment, tape recorders, hazmat 
equipment, telephone, etc. Additional equipment as required for individual assigned 
tasks.  
 

• Must have basic knowledge and skills in: Federal laws, juvenile law, drug laws, 
liquor laws, traffic laws, criminal law, local ordinances, health laws, judicial 
procedures, criminal procedures, WAC codes, labor laws and issues, civil service 
rules, search and seizure laws, liability issues, risk management, arrest procedures, 
Constitutional law issues, social trends, etc. Will be provided necessary equipment as 
required to perform his/her duties.  

 
• Must demonstrate excellent communication and negotiating skills and appropriate 

calmness under stressful conditions.  Must work well with others. 
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WORKING CONDITIONS 
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.  
 
Work is performed indoors and outdoors. Employees may need to work in confined spaces and 
may be required to work in noisy work areas. He/she may be exposed to extremes in 
temperature, chemicals or noxious fumes, and to insect stings. The Sergeant is exposed to other 
hazards as well, and may encounter violent and/or hostile actors. Among the hazards 
encountered are dampness, direct sunlight, dust, pollen, explosives, machinery or its moving 
parts, or various job-related chemicals. Hazardous areas are routinely encountered, including but 
not limited to traffic and construction hazards, open trenches, and specialized equipment. 
Protective clothing may be required for completion of some job requirements.  
 
CONTACTS AND RELATIONSHIPS 
The Sergeant will have extensive contact with citizens of the community and other federal, state 
and local agencies. In the course of completing the required job duties, the individual in this 
position will have a variety of contacts in person, via telephone, or through correspondence 
which are primarily to provide or collect information. However, virtually all of these 
professional contacts involve the coordination of projects or activities.  
 
PHYSICAL REQUIREMENTS 
The physical demands described here are 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. 
 
The Sergeant is frequently required to sit and talk or hear. The employee is occasionally required 
to stand; walk; use hand to finger, handle or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell. 
 
This position may also require the employee to lift and/or move objects weighting more than one 
hundred (100) pounds. Specific vision abilities required by this position include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 
The position may be subject to verbal abuse at times from the public.  
 
RECRUITING REQUIREMENTS 

• Must be twenty-one (21) years of age or older at the time of employment. 
• Must possess, or be able to obtain by the time of hire, a valid Washington State driver’s 

license without record of suspension or revocation in any state.  
• Must have at least two years’ experience in law enforcement.  
• Must possess the ability to supervise personnel 
• High school diploma or equivalent supplemented by certification from Washington’s 

Basic Academy. 
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• AA in criminal justice preferred. 
• Must be a U.S. citizen, able to read and write the English language and have no criminal 

record.  
• Must be of good moral character, Brady violation and drug free. 
• Must attend and meet the CJTC supervisor requirements.  

 
EXPERIENCE AND TRAINING 

• Any combination of experience and training that provides the desired skills, knowledge 
and abilities.  

• Requirements outlined in this job description may be subject to modification to 
reasonably accommodate individuals with disabilities who are otherwise qualified for 
employment in this position. However, some requirements may exclude individuals who 
pose a direct threat or significant risk to the health and safety of themselves or other 
employees.  

 
This job description does not constitute an agreement between the employer and the employee 
and in no way, implies that these are the only duties to be performed. Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other 
job-related duties requested by their supervisor.  
 
 
I have read and understand this class description. 
 
 
 
               
Signature      Date 
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JOB DESCRIPTION 
CITY WHITE SALMON 

 
JOB TITLE:   Detective 
DEPARTMENT:      Police 
REPORTS TO:     Chief of Police 
EFFECTIVE DATE: Upon adoption by the city council 
SALARY RANGE:  Range 45, Step 1-10, depending on qualifications 
 
This is a full-time union position.  The Detective is an hourly position.  Any work in excess of 40 
hours per week is overtime.  
 
MAJOR FUNCTION AND PURPOSE 
The Detective performs police patrol, investigation, traffic regulation, and related law 
enforcement activities. The Detective overseas major crime scenes and supervises and assist in 
gathering evidence of a crime. Reports to the Chief on major incidents keeping him/her informed 
on the progress of an incident. Detective may be assigned to investigate specific crimes as 
required including drug investigations, homicides and major crimes. The Detective is required to 
be able to investigate all crimes within his/her jurisdictional boundaries and may be asked to 
assist other agencies as required. Detective must be able to properly write and execute search 
warrants.   
 
GENERAL FUNCTION 
Supervision of this position is sporadic, consisting of occasional meetings with the Chief of 
Police to discuss priorities, tasks and review of work.  
 
SUPERVISION RESPONSIBILITIES 
There is no supervision responsibilities associated with this position other than occasional 
supervision of patrol officers at a crime scene. 
 
JOB DUTIES AND RESPONSIBILITIES 
The job duties and responsibilities represented in the job description in no way imply that these 
are the only duties to be performed.  Employee occupying the position will be required to follow 
any other job-related instructions and to perform any job related duties requested by the Chief of 
Police.  This job description reflects general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility, but should not be considered an all-inclusive listing of work requirements.  The 
individual may perform other duties as assigned, including working in other functional areas to 
cover absences or relief, to equalize peak work periods, or to otherwise balance the work load. 
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• Within the City, members of the department, based on their assignment shall, at all times, 
take the appropriate action to; protect and preserve life and property; preserve and 
enhance the peace and safety of the community; enforce all City ordinances, state laws, 
and federal laws within the City of White Salmon.  All members shall perform their 
duties as required or directed by law and departmental orders, policies and/or regulations. 

• Maintains normal availability by radio or telephone for consultation on major 
emergencies or precedent.  Carries out duties in conformance with Federal, State, County, 
and City laws and ordinances. 

• Works on rotating shifts performing security patrols, traffic control, investigation and 
first aid at accidents, detection, investigation and arrest of persons involved in crimes or 
misconduct.  Works an assigned shift using own judgment in deciding course of action 
being expected to handle difficult and emergency situations without assistance. 
Occasionally supervise patrol officers at a major crime scene.   

• Patrols City streets, parks, commercial and residential areas to preserve the peace and 
enforce the law, control vehicular traffic, prevent or detect and investigate misconduct 
involving misdemeanors, felonies and other law violations, and to otherwise serve and 
protect. 

• Responds to emergency radio calls and investigates accidents, robberies, civil 
disturbances, domestic disputes, fights, drunkenness, missing children, prowlers, above 
of drugs, etc.  Take appropriate law enforcement action. 

• Interrogates suspects, witnesses and drivers.  Preserves evidence.  Arrests violators.  
Investigates and renders assistance at scene of vehicular accidents.  Summon ambulances 
and other enforcement vehicles.  Takes measurements and draws diagrams of scene. 

• Conducts follow-up investigations of crimes committed during assigned shift.  Seeks out 
and questions victims, witnesses and suspects.  Develops leads and tips. Searches scene 
of crime for clues.  Analyzes and evaluates evidence and arrests offenders. 

• Prepares cases for giving testimony and testifies in court proceedings. 
• Prepares a variety of reports and records including daily log, reports of investigation, 

field interrogation report, alcohol reports, influence reports, breathalyzer check list, bad 
check form, vehicle impoundment form, traffic hazard report, etc.  Undertakes 
community oriented police work, and assists citizens with such matters as locked or 
stalled vehicles, crime prevention, drug abuse resistance education (DARE), traffic 
safety, etc. 

• Participates in investigating criminal law violations occurring within the City limits, 
obtaining evidence and compiling information regarding these crimes, preparing cases for 
filing of charges, testifying in court and related activities. 

• Conduct patrol activities including directing traffic, investigation of reported or observed 
violations of law, and conducting patrol activities. 

• Coordinates activities with other officers or other City departments as needed, exchanges 
information with officers in other law enforcement agencies, and obtains advice from the 
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City Attorney, Court Administrator, and Municipal Prosecutor’s Office regarding cases, 
policies and procedures, as needed and assigned. 

• Keeps the Mayor informed of incidents or developments that may unusually affect public 
or official relations and criminal conditions.  Furnishes such statistics and suggestions as 
deemed advisable for the improvement of the police service.( In the absence of the Chief 
or Sergeant)  
 

KNOWLEDGE, SKILLS AND ABILITIES 
While requirements may be representative of minimum levels of knowledge, skills and abilities, 
to perform this job successfully, the incumbent will possess the abilities and aptitudes to perform 
each duty proficiently.  There will be a six month period in which these attributes must be 
demonstrated before permanent employment. 
 

• Tools and equipment; firearms, emergency vehicles, medical equipment, typewriters, 
computers, adding machines, two-way radios, copy machine, restraint equipment, 
(handcuffs, capstun), BAC, radar, Fire equipment, cameras, video equipment, crime 
scene equipment, tape recorders, Haz Mat equipment, telephone, etc. Additional 
equipment as required for individual assigned tasks.   

• Must have basic knowledge and skills in: Federal laws, juvenile law, drug laws, liquor 
laws, traffic laws, criminal law, local ordinances, health laws, judicial procedures, 
criminal procedures, WAC codes, labor laws and issues, civil service rules, search and 
seizure laws, liability issues, risk management, arrest procedures, Constitutional law 
issues, social trends, etc. 

 
WORKING CONDITIONS 
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. 
 
Work is performed indoors and outdoors.  Employees may need to work in confined spaces and 
may be required to work in noisy work areas.  He/she may be exposed to extremes in 
temperature, chemicals or noxious fumes, and to insect stings.  The Detective is exposed to other 
hazards, as well.  Among the hazards encountered are dampness, direct sunlight, dust, pollen, 
explosives, machinery or its moving parts, or various job-related chemicals.  Hazardous areas are 
routinely encountered, including but not limited to construction hazards, open trenches, traffic 
and specialized equipment.  Protective clothing may be required for completion of some job 
requirements. 
 
CONTACTS AND RELATIONSHIPS 
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The Detective will have extensive contact with citizens of the community and other federal, state 
and local agencies.  In the course of completing the required job duties, the individual in this 
position will have a variety of contacts in person, via telephone, or through correspondence 
which are primarily to provide or collect information.  However, virtually all of these 
professional contacts involve the coordination of projects or activities. 
 
PHYSICAL REQUIRMENTS 
The physical demands described here are 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. 
 
The Detective is frequently required to sit and talk or hear.  The employee is occasionally 
required to stand; walk; use hands to finger, handle, or feel objects, tools or controls; reach with 
hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell. 
 
This position may also require the employee to lift and/or move objects weighting more than one 
hundred (100) pounds.  Specific vision abilities required by this position include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  
The position may be subject to verbal abuse at times from the public. 
 
RECRUITING REQUIRMENTS 

• Must be twenty-one (21) years of age or older at the time of employment.  
• Must possess, or be able to obtain by the time of hire, a valid Washington State driver’s 

license without record of suspension or revocation in any State. 
• Must have at least two years’ experience in Law Enforcement within the department.  
• High school diploma or equivalent supplemented by Certification from Washington’s 

Basic Academy. 
• Must be a U.S. citizen, able to read and write the English language and have no criminal 

record. 
• Must be of good moral character and drug free. 

 
EXPERIENCE AND TRAINING 

• Any combination of experience and training that provides the desired skills, knowledge 
and abilities. 

• Requirements outlined in this job description may be subject to modification to 
reasonably accommodate individuals with disabilities who are otherwise qualified for 
employment in this position.  However, some requirements may exclude individuals who 
pose a direct threat or significant risk to the health and safety of themselves or other 
employees. 
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This job description does not constitute an agreement between the employer and the employee 
and in no way implies that these are the only duties to be performed.  Employees occupying the 
position will be required to follow any other job-related instructions and to perform any other job 
related duties requested by their supervisor. 
 
I have read and understand this class description. 
 
 
 
              
Signature       Date 
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