Job Description
	Title
	Administrative Assistant / Evidence Custodian

	Department
	La Farge Police Department 

	Reports To
	Chief of Police

	Status
	Part-Time (15 hours per week)


Position Summary

The Administrative Assistant / Evidence Custodian provides essential administrative support to the Chief of Police and serves as the department’s primary Evidence Custodian. The role restores consistent ordinance enforcement, ensures accurate recordkeeping, and maintains compliance with evidence standards and public records laws.
Essential Duties & Responsibilities
Ordinance Enforcement Administration
Receive, log, and track ordinance complaints and citations.
Schedule inspections, hearings, and compliance follow-ups.
Maintain correspondence with residents, businesses, municipal boards, and courts.
Prepare compliance letters, reports, and reminders to resolve cases.
Maintain databases for ordinance violations, deadlines, and outcomes.
Administrative Support
Process police records, citations, incident reports, and official correspondence.
Coordinate meetings with governing bodies, boards, and community members.
Maintain calendars, schedules, and reminders for departmental obligations.
Assist with budget preparation, and grant management.
Process and respond to open records requests (Wis. Stat. § 19.31–19.39).
Track compliance with state, federal, and municipal reporting deadlines.
Communicates verbally, personally and professionally with the public in a tactful manner. Remains calm and in control of potentially adverse situations.
Maintains the utmost degree of confidentiality in all matters promulgated or ordered by the Chief of Police, including, but not limited to, department investigations, any other materials or issues deemed sensitive. 
Responds to inquiries as directed by the Chief of Police.
Evidence Management
Serve as the primary Evidence Custodian for intake, logging, and secure storage of property/evidence.
Maintain accurate chain-of-custody records.
Coordinate submissions to crime labs and prepare evidence for court.
Conduct routine audits and inventories.
Track and execute timely, lawful evidence disposition/purges.
Required Knowledge, Skills & Abilities
Strong organization and attention to detail.
Ability to maintain confidentiality of sensitive information.
Proficiency with records management, filing systems, and office software (Microsoft Office / Google Workspace).
Effective verbal and written communication skills.
Strong problem-solving and task-tracking abilities to ensure deadlines are met.
Ability to build effective working relationships with town officials, courts, residents, and partners.
Minimum Qualifications
Minimum Qualifications
· High school diploma or equivalent or any combination of education, training, and experience that provides the required knowledge and abilities.
· Ability to learn records management, basic office software, and evidence-handling procedures; training provided.
· Clear, professional communication (written and verbal) and strong attention to detail.
· Successful completion of a background check.
· Ability to handle several tasks simultaneously
· No domestic abuse convictions
· No felony convictions
Working Conditions
Work hours: Part-time (15 hours/week), generally during normal business hours. Evening or weekend work may be scheduled for board/committee meetings, community events, or major incidents.
Training & travel: Periodic travel for training; overnight stays may be required based on course location and schedule.
Office setting with frequent computer, telephone, and filing system use.
Occasional lifting of evidence or property (up to 25 pounds).
Flexible hours based on department needs; some evening meetings may be required.
Compensation & Benefits
Hourly Rate: $18.78 /hour 
Schedule: Part-time (15 hours per week)
Benefits: N/A
Statement
This position is integral to the department’s administrative operations—ensuring ordinance enforcement is consistently tracked and resolved, evidence is properly managed, and the Chief of Police is supported in meeting statutory, administrative, and community obligations. This job description is not all-inclusive; duties and responsibilities may change at any time with or without notice. This position may be subject to a Training Repayment Agreement for certain employer-funded certifications. Details provided prior to offer acceptance.

