
Job Description 

Section 1 – Position Data 
Position Number: Function Job Title: Salary: 

Job Class: Position Grade: FLSA Status: 

Supervisory Responsibility: Org: Date Created/Updated: 

Location: 

Section 2 – Immediate Supervisor of Position 
Supervisor’s Name: Supervisor Employee ID No: 

Supervisor Position No: Supervisor Contact Information: 

Section 3 – General Description 
Brief Job Summary: 

Form HR01
October 2025



Section 4 – Essential Job Functions (EJF) 
List in order of importance the essential job functions. Following each EJF, indicate the percentage of time spent. 
Percentages should be in increments of 5% and not to exceed 100%.  

Total Percentage of Time Spent 

Section 5 – Minimum Education and Experience Requirements (including Licensure, Certification, and Registration) 



Section 6 – Knowledge, Skills, and Abilities (Required) 

Section 7 – Environmental or Hazard Demands of Essential Job Functions: 
Check all the work site and environmental conditions that apply to this job: 

A. Working
Travel (indicate % of time): _________________ 
Indoors
Outdoors
On ladders
With moving vehicles or objects

B. Exposure to:

Excessive humidity
Dry atmosphere
Constant noise
Silica, asbestos, etc.
Pesticides
Animal blood, bodily fluids, tissue, or wastes 
Biological agents
Radiant energy
Cleaning supplies, abrasives, and solvents 
Fumes, smoke, or gases
Excessive Heat

Around machines with moving parts and objects 
Irregular hours 
Outdoors 
With sharp instruments 
With hands in water 
With fire, boilers, etc. 
Other (specify): ____________________ 

Excessive cold 
Excessive dampness 
Excessive noise 
Dust or mites 
Grease, oils, and combustibles  
Acidic or caustic solutions 
Human blood, bodily fluids, tissue or wastes 
Biomedical waste 
Electrical energy  
Vibration  
Other (specify): ______________________ 



Section 7 – Physical Demands of Essential Job Functions:  
Enter the maximum number of pounds required in the next four blocks: 
 Lifting: 

Pulling: 

Carrying: 

Pushing: 

Checking all the work site and environmental conditions that apply to this job: 
Reaching above the shoulder 
Simply grasping 
Finger or manual dexterity  
Standing  
Crawling  
Kneeling 
Climbing stairs 
Vision 
Other (specify):_________________________ 

Repeated bending 
Dual simultaneous grasping  
Sitting 
Walking 
Twisting upper body 
Stooping 
Climbing ladders 
Hearing  
Other (specify):______________________ 

Employee Acknowledgment: 

I have reviewed and discussed this job description with my supervisor. I understand the duties, responsibilities, and 
expectations described herein. I acknowledge that this job description is not intended to be an exhaustive list of all duties and 
responsibilities and may be revised as needed.

Employee Signature: ___________________________ Date: ___________________

Supervisor Signature: __________________________  Date: ___________________

For HR Use Only: 

HR Approval :_________________________________                                 Date Approved: _______________________

City Manager/_________________________________                                  Date Approved: _______________________
Asst. City Manager

Jerrod Holton
Line

Jerrod Holton
Line


	Position Number: TBD
	Function Job Title: Police Chief
	Salary: $94,689.50 or higher
	Job Class: PD12
	Status: 
	DepartmentDivision: Director
	Org: 001521
	Date CreatedUpdated: 09/30/2025
	Supervisors Name: City Manager
	Supervisor Employee ID No: 884
	Supervisor Position No: 120201
	Supervisor Contact Information: 
	Supervisors Name_2: Under general administrative direction from the City Manager, the Police Chief is responsible for the oversight and leadership of the Police Department, ensuring safety and security of the City and its citizens and visitors. The Police Chief is expected to oversee both administrative and law enforcement functions of the Department including budget preparation and management, property procurement, law enforcement operational goals and objectives, training of sworn and non-sworn personnel, while advising the City Manager on safety matters that impact the city. This is a highly responsible leadership position requiring requires education and experience dealing in all facets of law enforcement and government administration. The Police Chief is actively and regularly involved with the command staff including but not limited to patrol, investigations, emergency communications, records, procurement, evidence handling, and communication with various government officials, stakeholders, and the public at large.

The Police Chief fills an emergency essential position that is required to perform emergency duties and provide leadership before, during, and after disasters, whether natural or man made.

	List in order of importance the essential job functions Following each EJF indicate the percentage of time spent Percentages should be in increments of 5 and not to exceed 100Row1: EJF 1: Ensures overall compliance with the Commission for Florida Law Enforcement Accreditation standards so that the Police Department performs at the highest level of expectation, including policing and administrative practices, and advocating for and supporting both sworn and non-sworn personnel so that a positive and proactive performance is maintained. 40%

EJF 2: Ensure an organizational culture of transparency through community engagement with stakeholders, members of the department, city colleagues, elected officials, and city leaders so that trust and confidence in the Department is paramount. 20%

EJF 4: Provide strong, progressive leadership to all department personnel while creating a culture that supports and strives for community safety. 20%

EJF 5: Create the vision for the department which aligns with the city and ensures forward momentum to further advance the safety and welfare of the city, its residents, and guests. 20%
	Total Percentage of Time Spent: 100%
	fill_3: 1.Bachelor's degree in Criminology, Criminal Justice/Law Enforcement Administration, Public Administration, or related field. Equal years of experience will be considered in lieu of education.

2. Ten (10 ) years of progressively responsible law enforcement experience with five (5) years in a supervisory or command-level position.

3. Significant municipal law enforcement/policing experience preferred.

4. Certified Law Enforcement Officer in the State of Florida in accordance with ss. 943.13, Florida Statutes, or the ability to obtain certification within six (6) months of appointment.

4. Advanced leadership training, such as FBI National Academy, Southern Police Institute, Florida Criminal Justice Executive Institute, or other similar Command/Executive leadership program preferred.

5. Valid Florida Driver's License.
	Section 6 Knowledge Skills and Abilities RequiredRow2: Knowledge of: Principles and practices of modern law enforcement techniques including patrol, crime prevention, investigations, and administration. Controlling laws and ordinances which direct the policing effects and ensures safety. Emergency management strategies and governance including FEMA IS-100, IS-200, IS-300, IS-400, IS-700, and is-800. 

Skills: 
Skill in the use and care of firearms and department-issued equipment. Problem-solving skills. Defensive and tactical driving. 

Ability to: 
Create and maintain a positive culture that supports community policing and inspires others. Assess difficult and/or dangerous situations with a calm demeanor and clear direction. Ability to lead, both subordinates and others. Maintain and manage a department, including administrative functions such as budgeting, procurement, accreditation, and training. Mentor those interested and qualified to lead.
	Travel indicate  of time: 
	Other specify: Stressful, life-death situations
	Other specify_2: Potential long hours, especially during emergencies
	Other specify_3: 
	Other specify_4: Dangerous situations requiring skill and action
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