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Administrative Assistant to the Chief of Police

The Caribou Police Department is seeking a highly motivated and qualified Administrative Assistant to perform a wide variety of responsible and confidential administrative professional duties for the Police Chief and the Caribou Police Department. This position is a key team member supporting and assisting all aspects of the Caribou Police Department.
Duties include (but are not limited to):
· Perform a wide variety of complex, responsible and confidential administrative duties for the Police Chief; perform special projects and assignments; coordinate and prioritize workflow; direct and oversee all office operations
· Assist with budgeting and finance; prepare and mail all bills; process all incoming monies
· Assist with payroll and scheduling
· Act as a liaison between Caribou Police Department and multiple other agencies and departments
· Maintain Standard Operating Procedures and department training
· Review reports as needed
· Process records requests
· Order and maintain office supplies, uniforms and equipment
· Apply for, manage and closeout grants
· Other duties as assigned
The desired candidate will be able to demonstrate or articulate:
· Excellent organizational skills and attention to detail
· High level of confidentiality, morals and ethics
· Excellent written and verbal communication skills
· High level of experience with various computer software programs to include Microsoft Office
· Experience with Spillman preferred
· The candidate must pass a background check permitting them to have access to statutorily controlled criminal records
· The ability to maintain strict confidentiality of information viewed, discussed, and/or received during their daily activities related to employment
Interested candidates should send a City of Caribou application, cover letter and resume to:
Chief Michael W. Gahagan
Caribou Police Department
25 High Street
Caribou, ME 04736
Applications can be found here: 
https://www.cariboumaine.org/wp-content/uploads/2022/02/Employment-Application.pdf 
The position will remain open until a suitable candidate is found.
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