
   

   

 

   

  City of Milpitas 

   Effective: 03/2019 

   EEOC:  Professional 

COMMUNITY SERVICE OFFICER FLSA:   Non-Exempt 

Unit:    ProTech 

Physical:   1 

 
DEFINITION 

 

Under close supervision, assists the Field Services Division in less hazardous police functions,  

technical police services in crime prevention, crime investigation, and crime response which do 

not require full police powers; assists police officers in the maintenance of law and order; 

performs other enforcement and non-enforcement duties as required. 

 

This is a technical classification within the Police Department characterized by the responsibility 

to provide support to police activities in patrol, traffic, investigations, and community relations 

sections. 

 

DISTINGUISHING CHARATERISTICS 
 

The Community Service Officer is a non-sworn classification within the Police Department. The 

major purpose of this classification is to provide support to sworn Police Officers and 

departmental operations with non-hazardous police functions.  

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives direct supervision from the Police Watch Commander and may receive indirect 

supervision from a Police Officer.  Exercises no supervision.   

 

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following: 

 

 Routinely assists patrol teams with non-enforcement duties; completes routine police 

reports; maintains records of daily work activities. 

 Performs non-hazardous investigative duties related to the commission of crimes against 

property such as residential, commercial and vehicle burglary, petty theft, grand theft, 

vehicle theft and vandalism. 

 Places Department's radar trailer in a safe area in response to citizen concerns 

 Coordinates the repair of all department vehicles and equipment 

 Orders and organizes all department forms and supplies 

 Performs field work in the enforcement of parking regulations, ordinances, and laws 

 Issues citations for parking and zoning violations 

 Enforces laws and ordinances as required by the Abandoned Vehicle Abatement Program 



 Investigates non-injury vehicle accidents 

 Testifies in court when necessary 

 Arranges to have vehicles towed as necessary 

 Prepares reports of work performed 

 Takes reports over the telephone and gives information and directions to the general 

public 

 Greets the public at the front desk and handles inquiries/requests 

 Collects and preserves evidence at crime scenes which includes the processing and lifting 

of latent fingerprints and taking photographs at designated crime scenes 

 Observes and reports hazardous conditions, obstructions to traffic, accidents, and other 

emergencies 

 Provides traffic control at fire scenes, crime scenes, signal outages and as assigned 

 Directs traffic at large public events and congested situations 

 Recovers stolen vehicles found unattended 

 Picks up and returns abandoned or stolen bicycles or other found property as assigned 

 Accepts, stores, releases, and facilitates the destruction or disposing of criminal evidence 

 Maintains records for the control of property received, either as evidence or lost or found 

 Transports evidence to the Crime Lab 

 Coordinates Neighborhood Watch and home protection programs 

 Assists in the preparation of special events (i.e., Fourth of July, annual Holiday Tree 

Lighting Ceremony) 

 Collects and distributes departmental mail 

 Prepares various crime reports, including but not limited to:  petty and grand theft with no 

suspects, vandalism,  non-injury traffic accidents (after training), stolen vehicles with no 

suspects, recovered vehicles, tow and impound 

 Provides for VIN verification, municipal code enforcement, A-Frame enforcement, and 

40610 CVC citation sign-off 

 Assists Desk Officers and Records Clerks 

 Perform related duties, as assigned. 

 

QUALIFICATIONS 
 

 

Knowledge of: 

 Written and verbal communication techniques. 

 Report writing. 

 Public contact and conflict resolution techniques. 

 Organization and operation of public safety department.   

 Communications techniques required for gathering, evaluating, and transmitting 

information. 

 Principles and practices of record keeping and records management. 

 Methods and techniques used in customer service and public relations. 

 English language, spelling, grammar, and punctuation. 

 



Ability to: 

 Learn and apply applicable laws, rules, regulations, and City and Departmental policies  

and procedures.  

 Receive and respond to verbal and written orders. 

 Learn to conduct investigations. 

 Work independently within established processes and procedures. 

 Demonstrate resourcefulness, courtesy and initiative.    

 Communicate effectively with individuals from a variety of cultural and socio-economic 

backgrounds. 

 Learn to operate an automated information system. 

 Prepare concise and accurate reports. 

 Learn to respond effectively to difficult individual and group interactions, learn to 

prepare and make public presentations. 

 Build and maintain positive working relationships with co-workers, other City staff, 

organizations and their representatives, and the general public, exhibiting exceptional 

customer service and communication skills. 
  

 

EDUCATION AND EXPERIENCE 

 

Completion of high school or equivalent AND one year of experience involving a substantial 

amount of contact with the general public. 

 

LICENSE OR CERTIFICATE 

 

Possession and maintenance of a valid California Driver’s License 

SPECIAL REQUIREMENTS: 

Essential duties require the following physical abilities and work environment.   

 

Ability to work in a standard office environment; able to travel to various locations within and 

outside the City of Milpitas.  
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City Manager         Date 

 

 

 

              

Human Resources Director       Date 

 

 



In compliance with the Americans with Disabilities Act, the City of Milpitas will provide 

reasonable accommodation to qualified individuals with disabilities and encourages both 

prospective and current employees to discuss potential accommodations with the Human 

Resources Department.  

 

The City of Milpitas is an Equal Opportunity Employer.  


