[image: image1.jpg]Port ==

of Seattle



[image: image2.png]


Port of Seattle Job Posting

Posting Title: Police Specialist



 Job Opening #: 5665 AUTOTEXT  " Simple Text Box"  \* MERGEFORMAT  FILLIN   \* MERGEFORMAT 
Dept: Police Department



Location:  SeaTac International Airport    
Salary Range/Grade: $19.67


Open:
6/15/2012 


Close: 
 6/22/2012
COMMENTS:  Please apply at www.portseattle.org
PURPOSE: 

To provide administrative, professional, and general office support for the Port of Seattle Police Department.
Essential FunctionS:

This list is ILLUSTRATIVE ONLY, and is not a comprehensive listing of all functions and duties performed. Essential duties and responsibilities may include, but are not limited to, the following:

Perform receptionist and general administrative duties, including typing letters and memos, as well as organizing and maintaining files, all of which may include confidential information.  Prepare or assist with preparation of various documents and reports.  Coordinate travel arrangements for large department. Process expenses. Assist the department in communicating with other organizations, as well as other Port departments.  Order supplies and distribute mail.  Act as the first point-of-contact for front office and non-emergency phones.  Schedule meetings for department management.  May be requested to record minutes for specific meetings.  Act as backup support for other administrative staff as necessary.  Provide customer service for Port employees, tenants, local businesses, and the community.  
KNOWLEDGE, SKILLS & ABILITIES:

Must have the willingness and ability to communicate and work with diverse groups.  Must be able to act independently and in a team environment.  Must have the ability to rapidly analyze and solve problems.  Must be able to cope with stressful situations.  Must have excellent teamwork, customer service, and communication skills.  Basic computer, math, grammar, spelling, and letter composition skills are essential.  Must have the willingness to accept new projects and assignments.  Must be able to maintain the highest levels of confidentiality.
QUALIFICATIONS:

Combination of education and experience demonstrating knowledge, skills and abilities equivalent to: 

Must be a U.S. citizen and have a high school diploma or equivalent.  Three (3) years of general office experience. Must have excellent verbal and written communication skills, as well as proficient computer skills.  Requires a strong working knowledge of Microsoft Word and Excel.  
PREFERRED QUALIFICATIONS: 

Associates degree and five (5) years general office experience.   Keystroke speed of 60 wpm.
SPECIAL POSTING INFORMATION: A background investigation will be conducted, which includes driving history, credit history, polygraph, arrest record, educational records, and other sources where information can be obtained to measure one's suitability to the position.
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