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SHIFT SUPERVISOR  
JOB DESCRIPTION 

 
POSITION SUMMARY 
 
Position held by an officer having the rank of sergeant, or above. The shift supervisor operates under 
the immediate supervision of the Chief of Police and under the direct supervision of the patrol 
commander.  The shift supervisor plans and coordinates the work of subordinate police officers; to 
lead and train them in Cochineal law enforcement work; to prepare accurate and comprehensive 
reports to establish and maintain effective working relationships with subordinates, other officers and 
the public. 
 
The shift supervisor is charged with the overall command supervision and administration of 
subordinate shift personnel.  The shift supervisor is responsible for planning, organizing and directing 
the operation of the shift to make certain that: maximum efficiency and effectiveness is obtained in 
the performance of police assignments, department orders, directives, procedures, policies rules and 
regulations are carried out by watch personnel.  In particular the shift supervisor is responsible for 
directing patrol efforts to problem areas and coordinating the Department’s selective enforcement 
program on the assigned shift. 
 
COMMAND RESPONSIBILITIES 
 

1. Assume command, maintain control and direct the efforts of departmental 
personnel assigned to his watch. 
 

2. Ensure that Departmental orders, directives, procedures and rules and regulations are 
understood and carried out by subordinates. 
 

3. Prepare evaluation reports on the supervisors, officers and employees under his 
command. 
 

4. Analyze and review personnel evaluations submitted by subordinates. 
 
5. Supervise, evaluate and make recommendations on disciplinary matters involving 

subordinates. 
 

6. Investigate and report on complaints against police officers handling if possible at the 
shift level. 
 

7. Ensure that all subordinate personnel maintain proper radio discipline and conform to  
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Department policy and procedures on all radio transmissions. 
 

8. Direct police operations at special events/ regulating the flow of traffic/ movement of 
crowds and the maintenance of order. 

 
9. During emergency situations, assume command, make assignments of personnel and 

coordinate their efforts for maximum efficiency and effectiveness. 
 

10. Participate in the counseling and training of subordinates and make recommendations 
regarding academic needs and specific formal training outside the department. 
 

11. Maintain direct supervision over press relations/ screening and authorizing information 
that may or may not be released on investigations of public interest. 
 

12. Notify, the Chief of Police of major occurrences that happen during the shift. 
 

SUPERVISORY RESPONSIBILITIES 
 
Roll Call, Assignments & Inspections 
 

1. Supervise the preparation of assignments and special instructions to be disseminated to 
the officers at roll call. 
 

2. Supervise the conduct of roll call (inspection, special orders and instructions/ 
attendance, assignments, etc. 
 

3. Supervise the daily inspection of vehicles and equipment to determine defects/ 
cleanliness, new damage and routine maintenance check points. 
 

4. Conduct periodic inspections of police facilities equipment to make certain that they are 
being properly cared for and maintained. 
 

Station Activities 
 

1. Supervise the function of the dispatcher and records clerks to ensure the prompt, 
efficient and continuous handling of telephone calls and complaints, to ensure that all 
calls and complaints are properly recorded and that cars are dispatched with a minimum 
of delay; maintain a continuous flow of reports from the field; responsible for- all 
persons incarcerated during the tour of duty; screen reports and information for 
dissemination to subordinates. 
 

2. Supervise the custody, care and treatment of prisoners and their property and ensure 
that the proper records and reports are prepared. 

 
3.   Observe, supervise and instruct subordinate personnel in the field, Supervise 

investigations, interviews and interrogations in the field, Responds to and oversees all 
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major incidents while on duty. 
 
ADMINISTRATIVE RESPONSIBILITIES 
 

1. Assume responsibility for the flow of reports and pertinent information both upward to 
top level administrators and downward to affected subordinates. 
 

2. Attend such meetings as required by the Chief of Police, reporting and recording all 
information vital and pertinent to the interests and overall objectives of the 
Department. 
 

3. Participate in the preparation of the annual budget. 
 

4. Determine future needs, changes and/or corrections in assignments and procedures by 
reviewing calls for service complaints, reports, records, tabulations of data and other 
pertinent information. 
 

5. Conduct staff studies as directed. 
 

6. Responds to recall of duty at any time. 
 

7. Appears in court when required. 
 

8. With the approval of the Chief of Police, make presentation and speeches to community 
organizations and groups. 
 

9. Supervise and review the investigation of accidents and injuries to personnel under his 
supervision and prepare the required reports. 
 

10. Supervise searches / seizures / and booking process of all violators and arrestees. 
 

11. Oversees field operations, utilizing normal chain of command. 
 

12. Oversees the operation of Police Department in the absence of the Chief of Police. 
 

13. Handles calls or other duties as assigned. 
 

14. Assists the Chief of Police in formulating policies; in determining budgetary 
requirements and department needs. 
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