
SURFSIDE POLICE DEPARTMENT

PUBLIC SAFETY SPECIALIST

DEPARTMENT: POLICE Non-Exempt

GENERAL DESCRIPTION:

Performs technical, administrative, operational work supporting law enforcement functions,
property and evidence records, and community engagement. Work is performed under
general supervision of the Chief of Police or designee. May perform difficult and complex
clerical and administrative support work using some independent judgment.

Only occasional instruction or assistance is required as new or unusual situations arise.

ESSENTIAL JOB FUNCTIONS:

1. Prepares property receipts.
2. Conducts preliminary investigations of nonviolent criminal offenses and prepares

appropriate police offense/incident reports.

3. Communicates with the public, victims, and witnesses.
4. Performs liaison function between police authorities and the community.
5. Redacts and responds to police department public records requests. This includes

public records request related to body wom camera footage.
6. Assists the public with requests for the return of property and/or evidence.
7. Files or obtains police reports and records as needed.

8. Collects information and either acts upon it if within the scope of his/her authority or
routes it to the proper authority or agency.

9. Attends training as needed.
10. Trains new employees in areas of special skills or expertise.
11. Prepares clear, accurate and complete reports, logs and documents on any and all

activities engaged in.

12. Assists in recovery, property marking, and inventory of property for storage to ensure
safekeeping of the property until claimed by owner or auctioned.

13. Assists operations and investigations divisions in recovery of stolen property which
includes storage, identification, and inventory for retum to owner or holding for court
proceedings.

14. Maintains an inventory of recovered property to detennine ownership, return property
or sell at auction.

15. Disburses evidence and property to officers and civilians.
16. Maintains files of all evidence in the computer system.
17. Maintains cleanliness and order in the evidence room.

18. Audits all evidence and property on an annual basis.
19. Maintains a database for all items reported lost or found.
20. Performs technical, administrative, and operational functions to include training,

payroll, community outreach as requested.






