
The Washington Police Department is accepting applications for Part-time Police Administrative Support 

Specialists.   

The Police Administrative Support Specialist is responsible for staffing the Police Department front desk, 

servicing walk-in customers, including making police reports for limited types of cases, referring cases to 

police officers as necessary, performing records functions including crime or data analysis and recording 

confidential information in law enforcement databases.  This position requires a high amount of time 

sitting and the ability to work alone while being available to deal with internal and external customers in 

sometimes stressful situations.   

Police Administrative Support Specialists work on various shifts. Hours of staffing for the police front 

desk are 7 A.M. – 11 P.M. every day. 

Initial Qualifications: 

• High School diploma or equivalent and two (2) years secretarial experience, or experience in this 

or a related field. Associates degree from an accredited college or university is preferred. 

The qualifications listed above are guidelines. Other combinations of education and experience, 

which could provide the necessary knowledge, skills and abilities to perform this job, may be 

considered. 

• Data entry at a rate of 35 wpm; 

• Ability to clearly read, write and spell in English; 

• Illinois Law Enforcement Agency Data System full-access certification required during initial         

training; 

Starting pay is $18.97 per hour.  Applications may also be obtained at the Washington Police Dept., 115 

W. Jefferson St., Washington, IL. 61571. Deadline for applications is September 10, 2018 at 5:00 p.m. For 

more information call Deputy Chief of Police Jeff Stevens (309) 444-2313 or email 

jstevens@ci.washington.il.us. See below for job description. The City of Washington is an equal 

opportunity employer. 
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