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JOB DESCRIPTION 

 
Position Title: Lieutenant 
Department: Police 
Supervisor: Chief of Police 
FLSA Status: Exempt  
 
JOB SUMMARY 
 
The Police Lieutenant is a sworn management position within the Salisbury Township Police Department.  Under 
the guidance and direction of the Chief of Police, the Lieutenant ensures and provides routine crime suppression 
and investigative functions in accordance with Pennsylvania state law and abides by all professional practices and 
ethical standards.  The Lieutenant provides leadership, management and direction to the patrol units and, when 
directed, to the investigative units to ensure that the law is upheld and police services are rendered appropriately.  
The Lieutenant directs and manages subordinate officers and manages materials within the assigned work group.  
In support of or in the absence of the Chief of Police, the Lieutenant assists in the administration of the department 
or commands any of its divisions including, but not limited to, organizing, directing, staffing, controlling, and 
coordinating activities of the Police Department mainly involving the patrol function of the agency. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
(Essential Functions are those functions that the employee who holds the position must be able to perform unaided 
or with the assistance of reasonable accommodations) 
 

• Supervises within the Chain of Command and acts as the Commanding Officer in the absence of the Chief of 
Police; 

• Ensures appropriate and adequate staffing and deployment of officers; 

• Performs administrative duties related to inspection/evaluation of personnel, time and attendance, 
management of proofs of compliance as required by accrediting agencies, and ensures compliance with the 
Department’s policies, procedures and police legislative acts; 

• Ensures appropriate training, supervision and evaluation of new recruits and subordinate personnel; 

• Coordinates interactions with other public safety agencies, resident and community groups, or support 
agencies following established department procedures under varying degrees of supervision; 

• Conducts internal investigations when necessary; 

• Acts in the role of a police officer by performing routine crime suppression and investigative functions;  

• Performs all duties applicable to the rank of police sergeant and police officer, as required; 

• Organizes, manages, and participates in programs, functions, and activities as assigned by the Chief of Police; 
 

COMMAND 

• Responsible for primary command in the absence of the Chief of Police or when the Chief of Police is 
unavailable; 

• Responsible for secondary command during major incidents to assist and support the Chief of Police; 
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SUPERVISION OF SUBORDINATES 
• Responsible for managing and supervising direct reports; 

• Responsible for monitoring and evaluating performance of subordinates; 

• Responsible for mentoring direct reports in duties related to, but not limited to, calls for law enforcement 
services, emergency responses, enforcement of laws, prevention and suppression of crime, and maintaining 
peace; 

• Responsible for providing subordinates with counseling and recommending disciplinary action(s) as 
necessary; 

• Receives, responds, and investigates citizen complaints about departmental operations; 

• Responsible for conducting internal affairs investigations of officer misconduct for the Chief of Police to 
adjudicate; 

 
OPERATIONS 

• Responsible for operations of the patrol function; 

• Provides direct supervision of patrol supervisors; 

• Plans, coordinates, manages, participates in and evaluates field enforcement and police services work 
performed by subordinate levels of staff; 

• Facilitates patrol function needs with the investigations unit; 

• Responsible for the efficient performance and quality of service provided by subordinates; 

• Establishes and maintains work schedules and manages staffing deployment as needed for appropriate level 
of response;  

• Assists in the approval of call outs of off-duty personnel or specialized units; 

• Supervises calls for emergency services by monitoring radio traffic; ensuring timely response and ensuring 
activities are conducted in accordance with applicable federal, state and Township laws, and departmental 
policies; prioritizes calls for services, assists as back-up on calls and responds in place of unavailable officers; 

• Reviews Body Worn Cameras and Mobile Video Recorders to ensure subordinates are working in compliance 
with the Police Department’s mission and Standard Operating Procedures; 

• Reviews daily patrol activity reports for all reportable department activities; 

• Ensures that proper arrest, booking and processing procedures are followed; 

• Reviews criminal complaints, juvenile allegations, & non-traffic citations completed by officers under his/her 
command; 

 
POLICY PROCEDURE ACCREDITATION 

• Responsible for maintaining, reviewing, and updating department policies and procedures upon approval of 
the Chief of Police and/or when new laws are created or amended by the legislature; 

• Responsible for maintaining Law Enforcement Accreditation with assistance from office manager; 

• Responsible for developing written directives that are compliant with the written standards provided by the 
Pennsylvania Law Enforcement Accreditation Commission; 

• Responsible for managing, controlling, and proving compliance with the Police Department’s written 
directives and applicable accreditation standards; 

• Responsible for the ongoing routine file maintenance of Accreditation standards; 

• Responsible for training agency personnel on policy changes; 

• Responsible for compliance with the Pennsylvania Commission on Crime and Delinquency regarding custody 
of juveniles; 

• Responsible for coordinating mock and on-site assessments through the Pennsylvania Police Accreditation 
Coalition and the Pennsylvania Law Enforcement Accreditation Commission; 
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• Responsible for completing and submitting annual accreditation reports to the Pennsylvania Law 
Enforcement Accreditation Commission. 

 

ADDITIONAL DUTIES  
 
• Responsible for oversight of the Field Training Officer Program; 

• Responsible for administration of PowerDMS document management software; 

• Responsible for administration of scheduling software (PlanIt Schedule); 

• Responsible for compliance of department’s fingerprint procedures; 

• Responsible for oversight of required Megan’s Law Community Notifications; 

• Responsible for oversight of fleet management, equipment and inventory and ensuring all equipment, 
materials, and work conditions are adequately maintained; 

• Responsible for evaluating motor vehicle accident data, traffic complaints, and assigning appropriate 
enforcement; 

• Assists the Chief of Police in applying, implementing, and directing specific public safety grants, programs, 
and activities; 

• Assists the Chief of Police with developing and managing the departmental budget; 

• Assists the Chief of Police with developing, implementing, and evaluating various programs, training plans, 
rules and procedures for officers within the department; 

• Keeps the Chief of Police informed of issues of concern within the Township and Police Department; 

• Assists in coordination of departmental activities with other Township departments and divisions when 
necessary; 

• Assists in coordinating activities with outside agencies, organizations, groups and individuals, including other 
area departments; 

 

ESSENTIAL QUALIFICATIONS 

  
Knowledge: 

• Must possess a strong understanding of management, financial, and leadership principles in 
police work; 

• Must be educated and/or experienced in management and leadership in police work; 

• Must possess excellent communication, interpersonal, and conflict resolution skills; 

• Knowledge of intermediate to advanced Microsoft Office skills; 

• Knowledge of current law enforcement and crime prevention principles, methods, practices, 
and techniques; 

• Knowledge of pertinent federal, state, and local laws and ordinances; 

• Knowledge of departmental policies, procedures, rules, regulations and police legislative acts; 

• Knowledge of principles and practices of providing community-oriented police services; 

• Knowledge of the methods likely to be useful in providing citizens and others with proper police 
information, service, and protection; 

• Knowledge of methods to communicate or engage with people individually or in groups; 

• Knowledge of necessary requirements and processes for law enforcement accreditation; 
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Abilities: 

• Able to plan, organize, and coordinate the work of subordinate personnel; 

• Able to communicate clearly and concisely, both orally and in writing; 

• Able to be organized and attention to detail; 

• Able to delegate responsibilities; 

• Able to properly interpret laws, regulations and policies to make decisions; 

• Able to establish and maintain effective working relationships with others; 

• Able to prepare and present complex technical studies, surveys and reports; 

• Able to resolve conflicts and complaints; 

• Able to have strong time management skills; 

• Able to analyze, determine and apply the best response to specific situations and cases while maintaining 
compliance with laws, ordinances, rules, regulations, standards, and procedures. 

• Able to formulate and enforce police rules and regulations; 

• Able to give suitable assignments and instructions to subordinate personnel; provide advice and assistance 
when difficult or unusual problems arise; and check their work to ensure proper procedures are followed, 
that reasonable standards of workmanship, conduct, and output are maintained, and that desired objectives 
are achieved; 

• Able to take the lead in establishing and maintaining helpful and cooperative relationships with individuals, 
officials, agencies and organizations interested in the maintenance of law and order; 

• Able to ensure that members of the police department treat citizens and others with uniform courtesy and 
consideration and provide them with proper information and police services; 

• Able to prepare and supervise the preparation of clear, sound, accurate, and informative reports, and to 
direct the establishment, maintenance, and disposition of police records and files; 

• Able to utilize various types of electronic technology; 

• Able to analyze and address complex and sensitive police matters; 

• Able to exhibit sensitivity and responsiveness to community concerns, issues and needs with respect to law 
enforcement and crime prevention. 

 
Minimum Qualifications: 
Must meet all requirements of the Salisbury Township Civil Service Commission for position of police officer. 
Graduation from an accredited college or university with an Associate’s Degree in police science, criminology, 
criminal justice, or some other related field; ten (10) or more years of progressively responsible experience in the 
police department, including at least three years of supervisory or managerial experience; or an equivalent 
combination of education, certification, training or experience. 

 
NECESSARY SPECIAL REQUIREMENTS   
 
• Certification of successful completion of the Commonwealth of Pennsylvania Municipal Police Officers Training 
& Education Commission approved Training Academy course. (Act 120 certification card); 
• Certification of advanced police supervisor training 
• Certification in First Responder Training/Advanced First Aid and C.P.R.; 
• Firearms Training Certification and Qualification; 
• Possession of a current valid Pennsylvania Driver’s license; 
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VISION REQUIREMENTS 
 
Near and distance vision and the ability to adjust focus. 

 
PHYSICAL AND MENTAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.   
 
This is very physically demanding and strenuous work under unusual or potentially hazardous 
conditions.  Tasks may require heavy lifting, pushing, pulling or carrying heavy loads.  Flexibility is 
important because of the need to enter and exit vehicles frequently, inspect buildings, climb over and 
around obstacles, suddenly move out of the way of dangers, etc.  Assignments may require standing 
inside or outside at crime scenes for extended periods of time.  Mental alertness is very important 
because of the need to make critical decisions during calls for service, investigations, surveillance and 
arrests. (See checklist.) 
 
ENVIRONMENTAL CONDITIONS 
 
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of the job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 
The employee works both inside and outside in various weather and atmospheric conditions, in daytime and 
nighttime conditions under stressful and hazardous situations in the course of performing his/her duties.  The 
location of work performed by the employee is varied and is based on the development of calls for service, thus 
the work is performed whenever and wherever the leads may direct the investigation.  The employee must be 
able to endure sustained acts of physical exhaustion and periods of duty under unfavorable and life-threatening 
situations. 
 
The employee may work in precarious places, in extreme weather, and in circumstances which require the ability 
to withstand extreme exposure to stress-producing situations.  The employee occasionally works near moving 
mechanical parts, in high, precarious places, and with explosives and is occasionally exposed to wet and/or humid 
conditions, fumes or airborne particles, toxic or caustic chemicals, extreme cold, extreme heat, and vibration.  
The employee must occasionally visit and inspect locations that are accessible only by uneven paths of travel, 
ladders and stairways.  The noise level in the work environment is usually moderate.     
 
The employee will be assigned to an eighty (80) hour pay period.  The employee will generally work 12-hour 
shifts, but may, with mutual agreement and approval from the Chief of Police, adjust his shift based on workloads 
and departmental need. 

 
  



    Page 6 of 6 
   Township of Salisbury 

  Job Description - Lieutenant 
  7/23 

 

EMOTIONAL DEMANDS 
 
1) Contact with General Public  Frequently 
2) Working Alone   Occasionally 
3) Working with Others   Frequently 

 
EQUIPMENT 

▪ Issued firearm ▪ Flashlight 

▪ Shotgun/Rifle ▪ Handcuffs 

▪ Vehicles ▪ Impact tools (baton/PR-24/ASP) 

▪ Computer/laptop/tablet ▪ Chemical irritant spray 

▪ Mobile/portable radios ▪ Pry bars/Entry tools 

▪ Telephone system ▪ Investigation equipment 

▪ Fire extinguisher ▪ Camera/Video Equipment 

 
 
 



PHYSICAL DEMANDS 

 
JOB TITLE:                

 
NOTE: In terms of an 8 hour workday:  “Occasionally” equals 1% to 33%, “Frequently” equals 34% to 66%, “Continuously” equals 67%  

to 100% of the time. 

                
 
I. In an 8 hour workday, this job requires the physical ability to:  (Please circle maximum capability for each activity) 

TOTAL AT ONE TIME 
A) Sit   1 2 3 4 5 6 7 8  Hours 
B) Stand  1 2 3 4 5 6 7 8  Hours 
C) Walk  1 2 3 4 5 6 7 8  Hours 
TOTAL DURING AN ENTIRE 8 HOUR WORK DAY 
A) Sit   1 2 3 4 5 6 7 8  Hours 
B) Stand  1 2 3 4 5 6 7 8  Hours 
C) Walk  1 2 3 4 5 6 7 8  Hours 

                
 
II. Job requires the physical ability to LIFT: 
      OCCASIONALLY FREQUENTLY  CONTINUOUSLY 

A) Up to 10 Pounds    □          □                                □ 
B) 11-20 Pounds    □          □    □ 
C) 21-30 Pounds    □          □    □ 
D) 31-40 Pounds    □          □    □ 
E) 41-50 Pounds    □          □    □ 
F) 51-100 Pounds    □          □    □ 

 
Job requires the physical ability to CARRY: 
A) Up to 10 Pounds    □          □    □ 
B) 11-20 Pounds    □          □    □ 
C) 21-30 Pounds    □          □    □ 
D) 31-40 Pounds    □          □    □    
E) 41-50 Pounds    □          □    □ 
F) 51-100 Pounds    □          □    □ 

                
 
III. Job requires the physical ability to use hands for repetitive actions such as: 
      SIMPLE GRASPING PUSHING & PULLING  FINE 
         OF ARM CONTROLS       MANIPULATION 

A) Right    □ Yes □ No      □ Yes □ No        □ Yes  □ No 
B) Left     □ Yes □ No      □ Yes □ No        □ Yes  □ No 

                
 
IV. Job requires the physical ability to use feet for repetitive movements as in pushing and pulling of leg controls:  

     RIGHT    LEFT   BOTH 
      □ Yes □ No      □ Yes  □ No        □ Yes   □ No 

                
 
V. Job requires the physical ability to function in activities involving: 
      OCCASIONALLY FREQUENTLY  CONTINUOUSLY 

A) Bending     □          □                                □ 
B) Squatting     □          □                                □ 
C) Crawling     □          □                                □ 
D) Climbing     □          □                                □ 
E) Reaching     □          □                                □ 
F) Driving a vehicle    □          □                                □ 
G) Unprotected heights    □          □                                □ 
H) Being around moving machinery  □          □                                □ 
I) Exposure to marked changes in  □          □                                □ 

temperature & humidity 
J) Exposure to dust, fumes & gases  □          □                                □ 

POLICE LIEUTENANT 
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MENTAL DEMANDS 

 
JOB TITLE:                

 
NOTE: All boxes (□) do NOT have to be marked if the job description does not require a specific level of REASONING or MENTAL ability. 

                
 

I. This job requires the following levels of REASONING ABILITY: 
Excellent Average         Poor 
 □      □  □ Ability to apply common sense understanding to carry out simple one- or two- 
     step instructions.  Deal with standardized situations with occasional or no 
     variables in or from these situations encountered on the job. 
 
 □      □  □ Ability to apply common sense understanding to carry out detailed, but  
     uninvolved written or oral instructions.  Deal with problems involving a few 
     concrete variables in or from standardized situations. 
 
      □      □  □ Ability to apply common sense understanding to carry out instructions  
     Furnished in written, oral or diagrammatic form.  Deal with problems involving 
     several concrete variables in or from standardized situations. 
 
 □      □  □ Ability to apply principles of rational systems to solve practical problems and 
     deal with a variety of concrete variables in situations where only limited 
     standardization exists.  Interpret a variety of instructions 
 
 

□      □  □ Ability to apply principles of logical or scientific thinking to define problems, 
    collect data, establish facts, and draw valid conclusions.  Interpret an 
    extensive variety of technical instructions in mathematical or diagrammatic form. 
    Deal with several abstract and concrete variables.   
 
□      □  □ Ability to apply principles of logical or scientific thinking to a wide range of  
    intellectual and practical problems.  Deal with nonverbal symbolism (formulas, 
    scientific equations, graphs, musical notes, etc.) in its most difficult phrases. 
    Deal with a variety of abstract and concrete variables.  Apprehend the most 
    abstruse classes of concepts. 

                
 

II. This job requires the following levels of MENTAL ABILITY: 
 
Excellent  Average  Poor 
     □                     □                                 □ Ability to set realistic goals. 
 
     □                     □                                 □ Ability to exercise courtesy and tact when dealing with others. 
 
     □                     □                                 □ Ability to maintain acceptable attendance standards. 
 
     □                     □                                 □ Ability to accurately complete administrative forms. 
 
     □                     □                                 □ Ability to carry out job duties with or without supervision. 
 
     □                     □                                 □ Ability to adhere to personnel policies and procedures. 
 
     □                     □                                 □ Ability to carry out job duties without posing a direct threat 
       to the health or safety of him/herself or others. 
 
     □                     □                                 □ Ability to maintain socially appropriate behavior. 
 
     □                     □                                 □ Ability to work in coordination with others. 
 
     □                     □                                 □ Ability to request assistance when appropriate. 
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