TOWN OF MOUNT AIRY
Police Administrative Assistant 	

The Town of Mount Airy is seeking a Police Administrative Assistant to coordinate and manage all administrative and record-keeping functions of the Mount Airy Police Department under the direction of the Chief of Police. 

Salary Range: $23.54 – $25.96/hour (commensurate with experience)
Status: Full-Time, Non-Exempt 


Minimum qualifications:

· High school diploma or equivalent.
· Ability to pass a full background investigation, including polygraph and criminal history check.  
· At least two (2) years of administrative experience, preferably in law enforcement or government.
· Strong written and verbal communication skills.
· Proficiency with Microsoft Word, Excel, and digital records systems.
· Ability to multitask, manage deadlines, and maintain professionalism.

Preferred qualifications:

· Associate degree in Criminal Justice, Public Administration, or related field.
· Experience with law enforcement RMS systems.
· Knowledge of FOIA/PIA, expungements, subpoenas, and NIBRS/UCR data reporting.
· Experience working with courts, State’s Attorney’s Offices, or other police agencies.
· Grant writing experience or experience in public-sector administrative reporting.
· Experience with public communication or social media outreach.
Mail or email resume to: PO Box 50, Mount Airy, Maryland 21771, 
Attn: Cheryl Knight, cknight@mountairymd.gov . Position is open until filled. EOE


