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  STROUD AREA REGIONAL POLICE DEPARTMENT 
 

    JOB TITLE:  EXECUTIVE ADMINISTRATIVE ASSISTANT 
 
Alternate Title:   Fiscal Coordinator   Division:  Administration 
        
Reports to:  Chief of Police    Location:  Police Headquarters 
 
Date Approved:  March 19 2020   Pay Status: Exempt 
 
 
GENERAL DESCRIPTION of the position includes but is not limited to: 
 
The Executive Administrative Assistant is a highly responsible confidential civilian 
administrative/ supervisory position involving the responsibility and oversight for financial 
matters for the SARPD, which duties included but are not limited to; Human Resource 
manager, Payroll Manager, civilian secretarial staff supervisor, Right to Know (RTK) 
contact and assistant to the Chief of Police.  
 
Primary financial work involves direct responsibilities in the areas of fund accounting, 
accounts payable, accounts receivable, payroll, cash management, financial and 
performance reporting, and purchasing. Related work includes but is not limited to 
assisting in budget preparation, managing general office operations, and insurance and 
employee benefits administration. The Executive Administrative Assistant must become 
proficient in review, analysis and implementation of the Collective Bargaining Agreement 
(CBA) between the SARPD and the SARPD Union.  
 
The Executive Administrative Assistant reports directly to the Chief of Police and works 
in a cooperative manner with the Police Commission of the SARPD.  Work is performed 
with considerable latitude for use of independent initiative and judgement subject to the 
direction of the Chief of Police.   
 
The Executive Administrative Assistant must possess excellent computer and software 
skills. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following and any others 
that may be assigned by the Chief of Police: 
 

1. Handle all accounting and financial duties in support of the SARPD; including but 
not limited to: billings and invoices, track accounts payable and accounts 
receivable for all Police Department expenditures; Reconciles bank statements, 
payroll distribution records, purchase orders, pension records etc. This also 
includes attending to all required tax obligations for the SARPD. 
 

2. Assist in coordinating, developing, and monitoring the assigned budget; monitor 
Police Department expenditures and purchasing activities. 
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3. Maintains and monitors SARPD employee benefit program and records; works 
with Benecon and files required mandatory reports such as PECOR, Medicare, 
ACA etc. 
 

4. Tracking and assurance of compliance with CBA requirements. 
 

5. Works with and handles claims with multiple insurance companies e.g. vehicle 
insurance, workmen’s compensation, life insurance, Aflac; for the coordination of 
benefits, submission of claims, payments, reporting, and any other requirement 
necessary. 
 

6. Responsible for SARPD invoicing to required vendors and contracted services to 
include annual solicits for contracted services bids to vendors.  
 

7. Creates, administers and maintains new employee hire packets and personnel 
files. 
 

8. Provides administrative support to the Chief Administrative Officer (CAO) for the 
Uniformed and Non-Uniformed SARPD pension plans as required. 
 

9. Maintain and track department inventory; Order and inventory office supplies, 
materials and equipment. 
 

10. Enter, maintain and process payroll data for bi-weekly payrolls for the SARPD; 
includes tracking and assuring compliance with Collective Bargaining Agreement 
requirements; sick time status, Affordable Care Act reporting, filing of required 
quarterly reports, etc.  
 

11. Enter, Maintain and track health reimbursement arrangement (HRA) accounts for 
compliance and enter, track expenditures to be in compliance with current law. 

12. Supervise civilian secretarial staff of 3- 8 people; including the tracking and 
monitoring of work time/ leave time utilizing the department’s scheduling software 
Planit Police. This includes performance of annual job reviews to provide 
meaningful evaluation of employee’s job performance, feedback, direction 
concerning goals, priorities and objectives, approved leave, resolve workplace 
problems and be in constant communication with the Chief of Police on all 
issues. 

13. Perform a wide variety of complex and confidential duties for the Chief of Police 
and other assigned administrative positions within the SARPD; 

14. Prepare reports that present and interpret data, identify alternatives, and provide 
recommendations; 

15. RTK Contact-  Respond to requests for information and assistance; and general 
oversite and supervision of the RTK Program. 

16. Research regulations and departmental policies. 

17. Maintain calendar of activities, meetings, and various events for Chief, 
coordinating activities with other departments, the public, and outside agencies; 
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18. Answer incoming calls and place calls on behalf of the Chief of Police; 

19. Book travel arrangements and prepare related expense reports for the SAPRD 
as requested by the Chief. 

20. Provide routine support for Chief, including preparing meeting agendas, packets, 
and related materials; coordinating publications, postings, and distribution of 
legal notices for public meetings and hearings, ensuring that legal requirements 
are met, prepare contracted service bids and other related tasks. 

21. Attend public meetings or hearings and be required to take and produce minutes 
for such meetings; oversite of the SARPD minutes’ book and Resolutions. 

22. Prepare and proofread a wide variety of reports, correspondence, resolutions, 
ordinances, statistical charts, and other documents; identify and correct 
inaccuracies; compose and prepare routine letters and memoranda for Chief and 
other staff as requested, and more; 

23. Organize and control access to complex filing systems (both physical and 
computerized) that include highly sensitive files; conduct periodic retention and 
purging of files in compliance with applicable guidelines; 

24. Generate and maintain reports from a database and/or network system. 

25. Perform other duties as assigned by the Chief of Police or his/her designee. 
 
 
QUALIFICATIONS REQUIREMENTS 
 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required but not intended to be an exhaustive listing of requirements.  
Reasonable accommodation may be made to enable individuals with disabilities to 
perform the essential functions. 
 
The Executive Administrative Assistant must demonstrate the following for consideration 
of the job: 
 
Knowledge of: 

 Employee must be computer literate and be able to use, transmit, receive and 
manipulate data and information demonstrating advanced expertise in Microsoft 
Word, Outlook, Excel and Quickbooks software. Must be capable of learning and 
mastering skills for any other software programs currently used or may be used 
in the future by the SARPD. 

 Thorough knowledge of general accounting principles and familiarity with 
modified accrual fund accounting practices and procedures. 
 

 Office procedures, methods, policies, including best practices along with use of 
normal office equipment.  
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 Executive-level principles of business letter writing and report preparation, 
including appropriate document formatting. 

 Proper usage, spelling, grammar, and punctuation of the spoken and written 
English language. 

 Basic math skills - add, subtract, multiply, divide - using manual and automated 
methods 

 Public procurement, rules, regulations, taxation, health and safety in relation to 
government entities.  

 Appropriately professional, mature, and courteous interpersonal interaction skills 

Ability to: 

 Work independently on all tasks with emphasis on problem solving. 
 Understand the organization, operation, and services of the SARPD, and outside 

agencies as necessary to perform assigned responsibilities 
 Understand, interpret, and apply general administrative and departmental 

policies, procedures and contracts. 
 Perform a variety of office support and clerical duties and activities of a general 

and specialized nature for the Chief of Police. 
 Compile, maintain, process, and prepare a variety of records and reports. 
 Perform record searches quickly and accurately. 
 Work under steady pressure with frequent interruptions and a high degree of 

public contact by telephone and/or in-person. 
 Exercise good judgment in maintaining critical and sensitive information, records, 

and reports. 
 Read, understand, and review documents for accuracy and relevant information 
 Use applicable office terminology, forms, documents, and procedures in the 

course of the work. 
 Use sound judgment in following and applying appropriate laws, regulations, 

policies, and procedures. 
 Organize and prioritize work assignments. 

Minimum Qualifications 
 
Graduation from an accredited four-year college or university with a bachelor’s degree in 
accounting, finance, public administration or a related field. Extensive (5+ years) 
professional-level experience in budget preparation, statistical analysis, accounting, 
auditing, or a closely related financial/fiscal activity. At least three years of supervisory 
experience is required. 
 
Special Requirements. Because of the confidential, sensitive nature of information 
handled, successful completion of a background investigation (including fingerprints) and 
credit check is required. Employee must be bondable at a regular rate and must be able 
to obtain security clearance to National Crime Information Center (NCIC). 
 
Preferred/Desirable Qualifications. Master’s Degree in a related field is preferred. 
Current PA Notary appointment preferred. 
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 PHYSICAL DEMANDS 
 
While performing the duties of the job, employee typically handles computers, office 
equipment, objects, or controls and frequently communicates with others. Moderate 
physical exertion is present because of some stooping and kneeling required. Employee 
will sit, and/or stand for long periods of time and may occasionally move up to 25 
pounds. Must be able to safely operate a motor vehicle and to perform tasks involving 
manual dexterity, such as use of a computer. Work will at times require more than 8 
hours per day or require irregular hours to perform the essential duties of the position. 
Could require travel between facilities or to external agencies. 
 
WORKING ENVIRONMENT/SCHEDULE 
 
Work is generally performed in an office, computer room, or other environmentally 
controlled room, and, work may be performed in a very hectic environment. 
 
Daily reporting location is the Police Headquarters Building, Administrative Offices. 
 
The position of the Executive Administrative Assistant is a salaried position. The normal 
work schedule is 8am – 5 pm (1-hour lunch break), Monday through Friday, employee is 
expected to work as required to meet the essential duties of the job, including early 
mornings, evening meetings, and weekends. 
 
It is expected for the employee to attend seminars and meetings/classes/ training 
outside the SARPD office when directed by the Chief. 
 
Pay 
 
The Executive Assistant position is an exempt salaried position - starting pay will be 
competitive and commensurate with the chosen candidate’s qualifications and 
experience. The targeted starting pay is between $60,000 and $70,000/year. The 
SARPD also offers an attractive benefits package, including health benefits for employee 
and family, retirement (Roth and 457 Plans), paid holidays, personal days and vacation 
leave. 
 

 
 


