
City of West Fargo 
Job Description 

 
Job Title:  Police Officer 
Reports To:    Police Sergeant/ Police Lieutenant  
FLSA Status:    Non-Exempt 
Job Grade:  46 
Department:    Police Department 
Approved by:   ______________________ 
Date Prepared:   July 1, 2013 
 
Summary:  The police officer works under the direct supervision of the Sergeant and is 
responsible for performing police patrol, investigations, traffic regulation, and related law 
enforcement activities to protect life and property. The officer will enforce Federal and State law, 
and West Fargo Ordinance; and conduct public service, community relations, and education 
programs. This position is governed by Federal and State Law; West Fargo City Ordinance; and 
Department policy and procedure. 
 
Work is usually performed on an assigned shift.  Incumbent is given specific work instructions by 
superior officers on new assignments, but work independently in performing regularly assigned 
duties.  
 
General Duties and Responsibilities include the following.  Other duties may be assigned. 
Performs general policing functions to ensure the safety and security of lives and property within 
the City of West Fargo.  Performs traffic enforcement and investigative duties.  While much of 
the work is performed independently and without the immediate presence of a supervisor, officers 
are required to draw upon their extensive training, mandates, and laws governing an officer’s 
response and conduct when determining the appropriate action to take in a particular situation. 
Officers may be assigned to short tour assignments to include Investigations, DARE, SWAT, 
Bomb Technician, or other special duties. Work is reviewed by a superior officer through written 
documents, personal conferences, and observation. The work performed involves a considerable 
risk to personal safety and requires sound judgment and decision making when determining 
appropriate action to take in a given situation. Successful performance may qualify an individual 
for consideration for promotion to Police Sergeant. 
 
Essential Duties and Responsibilities include the following.  Other duties may be assigned.   
 
• Patrols the city limits of West Fargo to enforce all local, State and Federal laws; to provide 

security; to detect violators; to develop meaningful relationships with residents, business 
merchants, and schools.  Coordinates the services of different governmental and private 
agencies to resolve identified problems and concerns.  Serves as a member of different 
organizations, committees, and groups that affect the City of West Fargo and the Department. 
 

• Responds to complaints, accidents, disturbances and/or requests for assistance.  Assesses the 
situation and determines the most appropriate course of action to successfully address the 
problem and prevent potentially dangerous or violent situations from occurring or continuing.  
Conducts detailed investigations of criminal activities, thefts, accidents, and other incidents 
by gathering, securing, and documenting evidence, interviewing witnesses, victims and 
suspects, and recording pertinent information.  Analyzes problems, reaches solutions, 
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coordinates with others, builds partnerships with citizens and other service providers, and 
coordinates investigative information with Department investigative staff. 
 

• Participates as a team member with officers, supervisors, and citizens to identify and 
prioritize problems, develop and implement solutions, and evaluate results.  Develops and 
conducts crime prevention activities; conducts presentations on topics identified as concerns 
or problems within the community; organizes resources within the community, to reduce 
crime and meet the appropriate needs of the community.  Researches and develop materials 
for preparing outlines, citizen training programs, as well as in-service training programs. 
 

• Conducts temporary detentions for the purpose of investigation and arrests persons violating 
the law including physically detaining persons according to procedures. 
 

• Responds to emergency situations and administers first aid to injured persons as necessary.  
Performs various other tasks to assist other emergency personnel such as crowd control, 
directing traffic, etc. 
 

• Maintains records of activities and prepares reports to provide information to investigators 
and/or prosecutors.  Submits reports for supervisor’s review. 
 

• Testifies in court proceedings to present evidence and to give personal account of 
incident/crime. 

 
• Processes crime scenes and evidence for investigative purposes. Prepares evidence for 

storage, shipment to a crime lab for further analysis or presentation in Court. 
 

• Cultivates genial relations with other city employees and staff for the purpose of promoting 
mutual trust and respect. 
 

• Refuses any favors or monetary rewards which may be offered for their service to the public 
so as to avoid placing themselves and the Department in a compromising position. 

 
• Works safely, including attending appropriate training on workplace safety, following safe 

work practices, identifying and reporting any unsafe work conditions, enforcing and 
promoting safe work practices and encouraging coworkers to support all areas of work safety. 

 
Qualifications: 
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.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

Knowledge, Skills and Specific Abilities: 
 

• Knowledge of modern police procedures and techniques and their appropriate application 
in various situations. 

 
• Knowledge of Department rules and regulations. 

 
• Knowledge of first aid/life saving techniques. 
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• Knowledge of principles of investigation and interrogation techniques. 

 
• Knowledge of local ordinances, State, and Federal laws. 

 
• Knowledge of the geography of the city. 

 
• Skill in effective and proper operation and maintenance of various weaponry/equipment 

used in police activities. 
 

• Skill in verbal communication and interpersonal skills as applied to interaction with 
coworkers, supervisors, the general public, prosecutors, and investigators sufficient to 
exchange or convey information and to receive work direction. 

 
• Skill in the techniques required to subdue violent and/or uncooperative persons. 

 
• Skill in the techniques required to carry or drag an average person away from danger. 

 
• Skill in the techniques required to operate a motor vehicle under emergency conditions 

and at high speeds. 
 
• Ability to execute search warrants and conduct searches of persons and property. 
 
• Ability to secure necessary and pertinent information through interview and varied 

investigative methods. 
 

• Ability to maintain effective working relationships with associates, other co-workers, 
representatives of other organizations, and with the general public. 

 
• Ability to render credible testimony in a court of law. 
 
Education/Experience: 
 

Minimum Qualifications:  Candidates must possess an associate’s degree in Criminal 
Justice or related field of study or have two years college (60 semester/ 90 quarter 
credits) in a related field of study from an accredited college; be at least twenty-one years 
of age at time of testing; must be eligible to work in the United States; must have no 
felony convictions; must not be subject to the restrictions or prohibitions as set by The 
Lautenberg Amendment of the Gun Control Act of 1968; must be able to render credible 
testimony in a court of law.  Must be eligible to work in the United States and 
successfully pass applicable Police entrance exam. 

 
Desirable Qualifications:  Possess a Bachelor’s Degree in Criminal Justice, Law, Public or 
Business Administration, Sociology or related field, and some law enforcement experience. 
 
Language Ability: 
Must be able to read, write, speak and comprehend in English.  Ability to read, analyze, and 
interpret general business periodicals, professional journals, technical procedures, or 
governmental regulations.  Ability to write reports, business correspondence, and procedure 
manuals.  Ability to effectively present information and respond to questions from groups of 
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managers, clients, customers, and the general public. 
 
 
 
Math Ability: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 
Reasoning Ability:  
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 
analyze situations to determine the proper course of action and perform multiple tasks quickly 
and calmly.  
 
Communication Ability: 
Communicate effectively verbally and in writing; exchange information with other law 
enforcement officials; establish rapport with citizens; comfort emotionally upset persons; 
refer persons to agencies providing social services; contact higher level supervisors regarding 
problems; participate in meetings with other officers; make group presentations; conduct 
news conferences or meetings with the press and prepare news releases; research and plan 
tactical operations; coordinate activities with other agencies; perform special duties assigned 
by superiors. 
 
Computer Skills:  
To perform this job successfully, an individual should have knowledge of Word Processing 
software; Spreadsheet software; Internet software and Database software, AS400, Mobile 
Data Computer and TRACS software. 
 
Teamwork Orientation: 
Must possess strong teamwork orientation, with the ability to maintain effective working 
relationships with co-workers, representatives of other departments, organization and the 
general public as required. 
 
Certificates and Licenses:  
Possess and maintain a valid North Dakota Driver’s License; a North Dakota POST Board 
Certification and, upon probationary hire, must successfully complete West Fargo Police 
Department FTO program. 
 

Supervisory Responsibilities:  
This job has no supervisory responsibilities. 
 
Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.   Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly exposed to work near moving 
mechanical parts; fumes or airborne particles and outdoor weather conditions. The employee is 
occasionally exposed to wet or humid conditions (non-weather); extreme cold (non-weather) and 
extreme heat (non-weather); work in high, precarious places; toxic or caustic chemicals; risk of 
electrical shock and work with explosives.    

 
 Police Officer - 4 



 
The noise level in the work environment is usually moderate. 
 
 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
Must successfully pass physical exam, including eye exam, upon receipt of a conditional 
employment offer.  The employee must regularly lift and/or move up to 25 pounds, frequently lift 
and/or move up to 50 pounds and, with assistance, occasionally lift and/or move more than 100 
pounds.  Specific vision abilities required by this job include close vision, distance vision, 
peripheral vision, depth perception, ability to adjust focus, see color within normal ranges and see 
under low-light conditions.  While performing the duties of this job, the employee is regularly 
required to talk or hear.  The employee is frequently required to sit; stand; walk; use hands to 
handle or feel and reach with hands and arms.  The employee is occasionally required to climb or 
balance; stoop, kneel, crouch, or crawl and taste or smell. 
 
Maintain target practice skills; clean and inspect weapons; qualify with weapons used on duty; 
walk up and down stairs; sit and stand for long periods; encounter resistance during an arrest or in 
an emergency; encounter an armed suspect; perform evasive maneuvers to recover weapon(s) 
from a suspect; subdue and arrest a resisting/attacking individual; lift, pick up, and/or carry 
injured/deceased persons; force entry into a building. 
 
Employment Disclaimer: 
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements 
of the job change. 
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