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 Operational Unit Goals,  Job Descriptions                                                               

Administrative Division 

The Office of the Chief, Office of Professional Standards, Plans Unit, Communications 

Desk, Records Section, Volunteer Program, Evidence and ID Unit and Special Teams make 

up the Administrative Division. 

 Manage the Police Department in a manner that recognizes the dignity of all persons and 

accepts the responsibility to help those who cannot help themselves. 

 Prepare and oversee the Department’s budget. 

 Evaluate community priorities relating to crime, disorder and quality of life. 

 Promote problem-oriented policing in daily activities and develop changing objectives to 

address criminal activities and Quality of Life issues across the community. 

 Establish policies for the Department which reinforces the provision of professional police 

services to the community. 

 Recruit, hire and train quality personnel through the Office of Professional Standards. 

 Monitor employee performance and professionalism, including investigations of 

complaints and misconduct. 

 Develop programs and processes for career development and promotion of effective 

leadership. 

 Provide initial reporting capability in person or by phone through Police Support 

Specialists. 

 Maintain CJIN/NCIC terminal and backup communications center in event of 9-1-1 failure. 

 Collect, validate, disseminate and retain criminal justice information and police reports 

according to retention schedules, federal / state statutes and Constitutions. 

 Submit Uniform Crime Report information for State and National databases. 

 Compile statistics of crime activity for analysis and planning of intervention strategies. 

 Coordinate pro-active crime prevention services and activities in the community. 

 Manage selection, training, budgets and deployment strategies of Department's three crisis 

response teams. 

 Recruit and manage a Citizen Volunteer program to assist in delivery of services to the 

community. 

 Perform fingerprinting services and submit fingerprint cards for citizens requesting such 

service for personal reasons. 

 Collect, maintain or dispose of evidence and property according to accepted protocols. 

 Process crime scenes to locate and collect evidentiary materials, as requested. 

 Process physical evidence, including: fingerprints, tool marks, fibers and trace evidence. 
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 Maintain digital image evidence and prepare visual aids for court or department 

presentations. 

 Perform fingerprinting services and submit fingerprint cards to state and federal agencies, 

as required. 

 Perform handwriting analysis and comparisons. 

 Submit items of evidence to Montana State Crime Laboratory for detailed examination. 

Detective Division 

The Detective Captain oversees criminal investigative personnel in General Investigations, 

Drug Enforcement. 

 Screen and assign cases for follow-up investigation. 

 Pursue justice on behalf of victims of crimes against persons and crimes against property. 

 Refer cases to the City, County and U.S. Attorneys for prosecution. 

 Maintain an offender based investigative program including domestic violence, sexual 

offenders and violent offenders. 

 Focus resources on youth violence and the Youth Justice system. 

 Participate in community based partnerships to address problems, control criminals and 

help victims. 

 Disrupt the supply and demand of illicit drugs through enforcement and education of the 

community. 

 Work cooperatively with partner agencies in the investigation and enforcement of illegal 

narcotics laws. 

 Assist other divisions with developing responses to emerging crime trends. 

 Develop technology resources and cybercrimes investigations abilities. 

Uniform Patrol Division 

Under direction of the Uniform Patrol Captain, the Patrol Division provides the 

Departments' highly visible and pro-active patrol presence and responses to Calls-for-

Service, both emergency and routine. The Division has three patrol teams providing round 

the clock service and several specialized units to address problem patterns as they are 

identified. 

 Maintain basic order in the community, enforcing all laws competently and fairly. 

 Participate in intelligence gathering and information sharing within the department. 

 Provide the training environment for training of new officers in the field. 

 Utilize Community Policing techniques to develop partnerships for problem solving. 

 Maintain a Quality of Life (QOL) program with School and Community Resource Officers. 

 Provide highly visible patrol of community, including city's open spaces, parks and trail 

system. 

 Provide directed and proactive traffic patrols to help reduce crime and improve road safety. 

 Assist other divisions through deployment of resources to address identified problems and 

events. 

 Investigate vehicle crashes and implement plans to reduce crash volume and severity. 

 Develop and maintain program to address Abandoned Vehicle removal within city limits. 

 


