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ADMINISTRATIVE SERVICES SUPERVISOR 

General Statement of Duties


Performs supervisory, office management, fleet management, and a variety of administrative and programmatic support duties for the Public Safety Department.

Distinguishing Features of the Class


Employees in this class perform supervisory, office management, fleet management, and a wide variety of administrative and programmatic support duties including specific tasks and functions delegated by the department. Work requires supervision of other technical, office or program staff. Employees independently handle certain activities and work closely with uniformed staff to provide departmental support services. Work requires tact and discretion in handling sensitive or confidential matters in the assigned program areas. Work requires a broad knowledge of departmental and City-wide operations. Precedent setting situations are referred to higher level supervisors.  Guides may include a variety of written manuals and instructions, as well as oral instructions. Sound judgment is required in performing the tasks. Work is performed under the supervision of a Captain or Assistant Chief and is evaluated through observation, conferences, and the quality and effectiveness of work completed.


Duties and Responsibilities

Essential Duties and Tasks

Supervises the Records, Parking Enforcement and Training/Budget functions for the department; works closely with a division head in personnel, budget, administrative, and other support issues.


Evaluates work of departmental staff supervised; establishes priorities; performs tasks to back-up individual employee’s work in their absence.


Works with other IT staff to maintain departmental information technology functions, including servers, mobile data terminals, software, hardware, and programming issues; evaluates priorities for purchasing, maintenance and updating.

Oversees the recruitment and processing of public safety personnel and other staff positions; reviews applications; checks criminal histories and work experience; schedules review board, physical agility and psychological tests, drug tests and firearms qualifications.


Supervises the budget and asset procurement and management process; purchases CIP approved items; equipment such as radios, fleet vehicles and equipment, and building equipment and supplies.


Maintains current inventory of all department assets; insures maintenance, repairs and replacements as necessary, of public safety buildings, equipment, uniforms and vehicles.


Prepares comprehensive reports in regards to grants, budget analysis, vehicle/equipment maintenance, crime, accounts payable and expense reports.

Does research on a variety of requests for the department.

Conducts various construction related projects that require basic knowledge and skill of the trade.

Enforces the taxicab ordinance including permits, franchises, inspections, etc.; regulates and inspects wrecker companies assigned to the Department of Public Safety Rotation list.

Manages and disperses confidential and/or sensitive information in an appropriate manner; maintains knowledge of the state and federal guidelines of security and privacy practices of a law enforcement agency as it relates to records management.

Maintains office or departmental records and files; initiates appropriate follow-up or further action based on the status of office activity.

Additional Job Duties

Serves as back-up custodian of evidence room; logs evidence; locates evidence for officers to take to court or return to owners.


Performs related duties as required.

Recruitment and Selection Guidelines

Knowledges. Skills, and Abilities


Thorough knowledge of office management and supervisory practices and procedures.


Thorough knowledge and ability to use correct grammar, vocabulary, and spelling.


Knowledge of vehicle mechanics


Basic construction knowledge and skill


Considerable knowledge of information technology equipment and software and applications to the administrative environment.


Considerable knowledge of administrative support duties and tasks.


Working knowledge of City government departments and personnel.


Ability to provide leadership to other support or program staff in the department.


Ability to set work priorities, organize duties and tasks and to supervise.


Ability to communicate effectively in person, by telephone and in writing.


Ability to gather and give basic information and instructions on departmental programs based on inquiries.


Ability to be tactful and courteous.


Ability to gather and compile materials from a variety of sources.


Ability to use judgment in organizing and establishing formats.


Ability to record information and balance figures.


Ability to compile information based on general instructions.


Ability to arrange and place records, reports and files into proper sequence.


Ability to establish and maintain effective working relationships with other employees, supervisors, and the general public.

Physical Requirements

Must be able to physically perform the basic life operational functions of fingering, feeling, talking, hearing, and repetitive motions.

Must be able to perform light work exerting up to 30 pounds of force occasionally, and/or a 20 pounds of force frequently and constantly to move objects.


Must possess the visual acuity to work with data and figures, operate a computer and other machines, and read extensively.

Desirable Education and Experience


Graduation from business school and extensive administrative or office management experience, with experience in public safety functions preferred; an equivalent combination of education and experience.

Special Requirements

Possession of a valid NC Driver’s license.
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