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FOREWORD 

This request for Technical Assistance was made by the Hollywood, 
Florida, Police Department. The l'equested assistance was concerned 
with conducting an analysis of all job positions within the Depa.rtment. 

Requesting Agency: Hollywood Police Department, 
~Ir. San D. 1>1artin, Chief of Police 

Statt:' Planning Agency: Broward County Crimirial Justice Planning 
Counci 1, Mr. John Woodward, 

Approving Agency: 

Director 

Bureau of Criminal Justice Planning 
and Assistance, Mr. Charles R. Davoli, 
Bureau Chief-

LEAA Region IV (Atlanta), 
Mr. Ben Jordon, Director, Program 
Development and Technical Assistance 
Division; 
Nr. John A. Gregory, Police Specialist; 
!vIs. Carol Blair, Florida Coordinator 
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1. INTRODUCTION 

To comply with. Law Enforce:rnent Assistance Administration and Equal 
Employment Opportunity C01lIl1lissi'on requirements for police employee 
validation of selection~ promotion, and other personnel actions, Chief 
Sam D. :Martin of tlie Hollywood Pol ice Department requested technical 
assistance to conduct a detailed job analysis of all JOD positions within 
the Department. 

A detailed analysis of the 11 positions withi.n the Hollywood Police 
Department would entail interviews with a large C1.'oss-se\:tion of employees, 
the use of behavior checklists (to invol~e large n~nBers of officers in the 
survey), and observations of employees while on duty. Based upon time 
constraints, the Consultant restricted his approach to the interview tech­
nique. 

Lieutenant John Darcy of the Department I s Planning and Research Unit 
was the key contact during this project. Other persons interviewed inc.lude 
the following: 

o Captain Mowers, Administrative . 

g Lieutenant Darcy~ Staff. 

o Lieutenant Bias, Patrol. 

o Lieutenant Hynds, Communication. 

o Lieutenant Rabar, Investigation. 

o Lieutenant Stip, Services . 

o Lieutenant Prigodich, Administration. 

~ Sergeant Alderson, Administration. 

o Sergeant Reeves, Investigation. 

o Sergeant Bricbnan, Patrol. 
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2. UNPERSTANDING OF THE PROBLEt:l 

During the initial visit to tne Holl)".I[ood Police Department, it \.;Q.S 

realized that wliat was actually desired was an update of JOD descriptions 
for the ranks of sergeant, lieutenant and captain, to develop valid pro­
motional examinations that are scheduled for t11e Spring of 1976. With 
this specific task in mind, :it Became necessary to review validation 1'1'0-. 
ccdures, and provide suggestions to accomplisn validity in a promotional 
examination. 

A promotional examination must be valid, Teliable~ and practical. 
Validity, the most important consideration, and reliaBility are of great 
importance when a test is challenged legally. 

Validity of a test simply refers to whetTler the test actually rneaSUl'es 
what it is designed to measure. In a police department promotional exam­
ination, basic knOWledge of a particular position is measured. Hopefully, 
the test ,.,ill also have some predictability aoout the individual's chances 
of successful performance as a supervisor. 

There are actually three basic kinds of validity: Content validity, 
criterion-related validity, and construct validity, Statistical evaluation 
is used to prove validity of a test. A high correlation is sought beb/een 
test scores and the identified criterion 'Oehavior. 

One"'of the most defensible \'Jays of constructing and validating a test 
for a police department is as follc)\I[s: 

o The test writers should be thoroughly familiar with 
the position(s) requirements being tested, either 
from personal experience or f1'om the conduct of 
sufficient interviews ~'li th people in the position 
to gain the necessary kno\I[ledge. The test should 
then be written with the particular position in mind. 

o The test should be administered several times to 
individuals currently in the position. Each time, 
the results should be revie\I[ed and analyzed to adjust 
and improve the examination. 

o The test should then be administered to the applicant. 

o The applicants' subsequent job performance should be 
che.rted over a period of time to measure their success 
against their test scores. 
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Nithin tIle HollrW.ood P91:i".ce .Depal'tmen.t> the :requi:rements for the 
three positions in quest:t:on \iere dO'velo;ped based :upon intel'yiC\'ls and 
translated into JOD descriptions. The TcmaiJ'ldel' of tf1.e vali:dntion 
process should Be completed br Dcpal'tment pel'sonnel. T11."\.\5) the deliver­
abIes have been reduced to tIll'ee preliminary aesCl'ipt~ons and an action 
plan for a true job analysis. 

2.1 Influence on the P:roBlem 

The initial visit to HollYl .... ood p:teceded, or only one \'leekend, a De­
partmental reorganization that changed tIie Toles of ootli the lieutenant 
and the captafn. All interviews conducted with these people included 
\'Jhat the intel'VleNeeS thought their role would be under the reorganization. 

On the subsequent visit) an attempt was made to update previous 
interviews. 
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3. ANALYSIS OF THE PROBLl1l1l 

Al though. tIle Consultant provided tTU'ce p1"el:bnina-ry job descriptions) 
a more compl'efumsivc j oT1 analysis should be pursued by the Hollywood 
Police Department to :meet LEAA ana EEOC gu:tdelinos. 

The recur:ring theme :tn trw EEOC gUldel:i:nes is that any procedure used 
for selection 01" promotion pUl'poses llltlst be j oB ..... 1.·elevant. This requirement 
should disturb no one l since it is Basic to any sound selecticn program. 
Unfortunately, few jurisdictions have conducted jeb analysis studies. They 
all agree tnat tT'l.ey wOlit to select the officers wlio arc "Best qualified, tf 
but they have not answel'ed the question> lIfjest qualified for what?" To 
anSI'lor this question, tlie requirements of the j oIl to be filled must be 
examined very carefully. 

Tho no:xt step is to analyze and define tIle characteristics an individual 
must have to function effectively on the job. Here it is impo:l.'tant to 
differentiate between cha:l.'acteristics that an individual must possess moving 
into the position and those acquired through training and on-the .. job experi~ 
ence. Finally, assessment strategies must De devised to identify> as 
reliably as possihle) the indivio'tlals in the available pool l"ho most nearly 
lneet the l'equirements devised from job analysis. 
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4. FINDINGS AND CO~CLUSIONS 
• < 4. 

A review of tae present jon desC.r~pttons for tue Hollywood Police 
Department disclosed a lack of a clear d:i:st:\:nct:i:on oetween rank respon.,.. 
sibilitics. };loreover, the l'cspons·iB:i:l:i:ties of l:i:'eutenant and captain 
changed during NovemBer 1975. Tliese two s:i:'tuat:i:ons would create a 
serious proBlem for any tests developed.l.ls:i:ng outdated and inadequate 
job descriptions. 

A thorough job analysis shoUld be instituted and JOD descriptions 
developed for those ranks for which tests must Be developed. TTlis 
report ~hould constitute the first step in such a procedure. 

The three job descriptions proposed herein (see Appendix A) are 
preliminary and must be validated by use of tue procedure outlined in 
Section 5. This procedure revolves around a systematic job analysis. 

Validation pl'ocedures for testing halfe also been included in this 
report and shOUld assist the Hollywood Police Department in combining 
job analysis, job description, and test preparation to comply with the 
letter and intent of the law and professional personnel practices. 
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5. REC01v1"lENDAT lONS 

Appendix A includes tfrree job descriptions' for the ranks of se,rgeant, 
lieutenant, and captain in the Holly\\'ood Police J)epartment. These should 
be reviewed and updated, I'l.!icl'e appropriate, Dr those in the rank described. 
Their immediate supervisors should also review the desc-riptions and suggest 
any additional changes. The command staff of tne Depa-rtment Sh01.11d :resolve 
any difference between supe-riors and subordinates on the actual job task 
for each rank. 

The follO\vl,ng procedures a:re :recommended ;Eo:r assembling datal above 
and beyond those collected bY' interview, to construct joo descriptions that 
result from job analysis. 

o Collect Job Information ~- To ootain a comprehensive 
record of all pertinent information, a detailed 
questionnaire should De used to ootain descriptions 
of the duties, responsibilities, and working conditions 
of each assignment. Questionnaire responses are 
usually prepared oy persons actually performing the 
assigmnents, and are reviewed and supplemented oy super .. 
visors and administrative staff. (A suggested job 
analysis questionnaire is illustrated in Figure 5-1.) 

• Field Observation -- After the questionnaires are 
completed and reviewed by Depm .. 'tment management, the 
survey staff should review the questionnaires and 
conduct field observations of one or more positions 
within each assignment grouping (represented by a 
questionnaire that identifies the positions covered). 
The survey staff Jnay be directed by consultants but 
should always include line and staff representatives 
of the Department and, preferably, a representative 
of the central personnel agency. It TIlay also be 
desirable to include a representative of the employee 
organization, designated by its officers or governing 
board. 

The purposes of the field observations by the survey staff are to: 
(a) Ensure familiarity ,yi th the duties and responsibilities of each 
assignment through personal discussion with an incumbent or a responsible 
supervisor; (b) add missing information on the questionnaires; Cc) review 
and discuss the organizational structure of each unit, and obtain the 
views of the unit head regarding the relative importance and value of the 
various assignments under that person's control; and Cd) confirm the 
proper grouping of posi Hons among assignments) consolidate the ~luestion­
naires covering identical or nearly identical assignments, and d3termine 
tentatively appropriate descriptive titles for the assignments. 
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JOB ANALYSIS QUESTIONNAIRE 

Job: Rank: 

Division: Unit: 

Supervised by: Supervises: 
, (Number and Ranks) 

Work Field Job Responsibility Job Scope Job Process Frequency 

Figure 5-1. Job Analysis Questionnaire 
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APPENDIX A 

Job Descriptions 
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JOB DESCRlPTlONS 
'. . 

A j 00 description, 'usually called General Statement. of :Duties, 
reflects "common resportsloilit:i:es within a rank." 'For example, every 
lieutenant has general coordinating respons:i:oilities in addition to his 
specific assignment. This might De considered the job constant. The 
job variable is the emphasis on his particular assignment (a patrol 
lieutenant coordinates patrol activities). 

Although common responsibility is acknowledged, clear distinction 
of rank responsibilities 1J1ust De present if a joB description is to be 
used as a guide for examination preparation. Since ranks are the object 
of tests rather than anyone assignment, descriptions TI1tUst be general in 
nature and as all-inclusive as possible. 

Following are three pl'elirninary job descriptions for the ranks of 
sergeant, lieutenant, and captain in the Holly\~ood Police Department. 
Acceptable or requil'cd training and experience has not been included in 
view of the preliminary nature of these descriptions. Such determination 
can best be made by in-house personnel more familiar with the particular 
needs, as well as the talent available; within the organization. 
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POLICE ~EROEANT . ,. . ( 

Rank: Police Sergeant 

General Statement of .Duties~ Undel' general supervision and cOOl'dination, 
is responsible for the supervision of unit activities and the guidance 
of personnel within the unit; performs related duties as required. 

Examples of Duties: (Illustrative only) 

41 Supervises subordinates' activities 1 ensuring compliance 
with Departmental policies l procedures, 'rules, and regulations 
relating to performance, discipline ana gTooming. 

~ Evaluates subordinates' performance, identifying training 
and career development needs. 

o Provides technical assistance to subordinates, ensuring proper 
task perfor.mance. 

o Obtains reports from SUbordinates; reviews and delivers reports 
to superior. 

$ Schedules subordinates' vacations. 

III Assumes responsibility at the scene of an emergency until 
relieved by a superior. 

G l-iakes specific assignments to subordinates. 

o Participates in training programs. 

• Naintains frequent contact ,'lith public as a command represen­
tative of the Department. 

fI Identifies resources needed by his unit and communicates this 
information to superiors. 

.., Checks and issues equipment. 
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POLICE LIEUTENANT 
~. t .il,,' 

Bank: Polico Lieutonant 

Gene:ral Statement of Duties: Undor administrative di-rection, is :responsible 
fot' coordinating 1iivision' 01' < Section activities in compliance with Depart:­
mental policies; performs related duties as "required. 

Examples of Duties: (Illustrative only) 

II) As Division Conunander) reports directly to the Chief/Assistant 
Chief. 

o As Patrol Section Con~ander, :reports directly to the Executive 
Lieutenant. 

o Responds to maj 01' case investigations. 

C) Recommends, develops, and conducts training programs for his 
cOllUnand . 

., Familiarizes himself \'lith the capabilities of his subordinate 
officers. 

o Directs subordinate personnel in the identification ::md develop­
ment of their objectives) pursuant to Departmental goals. 

o Coordinates and schedules personnel and resources in a manner 
conducive to the achievement of established o'bj ectives. 

o Suggests policy and carries it out through supervisors and 
other personnel. 

o Reviews reports, providing quality control. 

(',) Evaluates his operation to identify dysfunctional procedures or 
pl'ogrmns, and develops viable alternatives for administration 
consideration. 

" Passes kno\'lledgc of certain technical and managerial skills, as 
well as general knol'lledge of laws and ordinances, to ensure 
m~,imization of personnel and resources. 
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o Estahlishes. p.:ro . .fe:..s.~9nal l\ai.s.on to ca;r.:r{, o.ut tb..e .JDissi.on 
of his command 1 . , 

o Supe:nrises and coo.:rdinates tlie act:D.rities· of ~upe.:r.1Tisors 
assigned to lii:s command. 

o Identifies his commana t'S' DudgetaTt needs and TIonitors 
expenditures. 
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POLLCll CArTA~N 
~"\'."""".'\ ~ 

Rank; Police CD.,Ptain 

General Statement of Duties·; Under tlte general a:t;rection of tfi.e Chief/ 
Assistant Chief, is~ponsib.le for tne effective aami'nistration of the 
Operations Division during fiiS' watcfi.; :responsiole for tf'le entire ])epart­
mont during those hours of tlie day w11.en other TIi:vision Commanders are 
not on duty; performs related duties as requfred. 

Examples of Duties: (Illustrative only} 

o Assists the Chief of Police in Building and luaintaining 
Departmental morale and in JTIaintaining strict discipline 
tllTougnout the Deparbnent. 

" Receives all complaints by citizens and reports by members 
of the Department of any allegation, lllisconduct, incompetency, 
negligence of duties, and all other violations of the Rules 
and Regulations that are reported during his command; provides. 
direct reporting of same to the Office of the Chief of Police. 

c Makes inspections of the city, the divisions, and subordinates 
at irregular intervals and hours of the day and night. 

o After each tour, reports to the Office of the Chief of Police 
his findings of the conditions and events of his tour of duty 
that \-:ould prove to be valuable information. 

Q Responds to any emergency or occurrence of a serious or unusual 
nature that arises within his jur:isdiction, in accordance with 
Departmental procedures, unless his presence at his station 
would be of more value under the Cl1.'CUlllstances, In such case, 
he shall assign a competent subordinate officer to take command 
at the scone of the emergency. 

a Mlenover possible, responds to calls where members of his 
command are involved in controversy or serious accident. 

" Concerns himself with the care and welfare of the personnel 
during their watch. 

o Holds hearings at 9:00 a.m. the next business clay after an 
employee has been relieved of duty, and makes appropriate 
recommendations to the Office of the Chiof of Police. 
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Q Familiarizes hJ.msel£ with all V{o;rk assigrunents to see 
that adequate pers.onnel are assigned to cnSU1'e the 
effective workload of the watcl1'. 

o Prepares required correspondence and reports, and 
lnaintains records relating to t'fie activities of his 
watch. 

o Responsible for the good order and sanitary condition 
of Departmental ouildings, or portions thereof within 
his command, and for the furnisliings and equipment 
assigned tliereto. 

~ Responsible for the proper care and serviceability of 
Departmental equipment ass.igned to personnel under his 
command. . 

o Reviews al1 information going to the Public Information 
Officer during his watch. to ascertain if such information 
is in conformance with .Department policies and guidelines. 

o Coordinates the efforts of a11 his personnel during their 
tour of duty, toward achievement of police objectives, 
eliminating friction, criticism, and inefficiency . 

o .Maintains cooperative relationships between the Department 
and other agencies. 
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