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   BOONE COUNTY 
 JOB  DESCRIPTION 
 

 

 
 
DEFINITIONS: 
 
With general supervision, manages operations and staff of the enforcement division during 
assigned shift, trains and manages staff, and oversees division operations in providing for the 
safety and security of Boone County residents. 
 
ESSENTIAL FUNCTIONS: (Essential functions, as defined under the Americans with 
Disabilities Act, may include the following tasks, knowledge, skills and other characteristics.  
This list of tasks is ILLUSTRATIVE ONLY, and is not a comprehensive listing of all functions 
and tasks performed by incumbents of this class.) 
 

 

JOB TITLE:  Lieutenant NEW:    X REVISED:    
 (Please check one) 
REPORTS TO:  Captain FLSA: Non-Exempt DATE:  01/16 

DEPARTMENT:  Sheriff  JOB CODE: 400 

Reviews case reports and documents from line officers and checks for timeliness, 
accuracy, completeness and detail; determines if the case is appropriately handled, 
determines course of corrective action and provides feedback to the officers; determines if 
case requires follow-up and assigns it to an appropriate employee for further investigation. 
 
Supervises shifts of the Operations Division ensuring that areas of the County are 
patrolled and that calls for service are answered. 
 
Coordinates major case investigations within the County and responds to the scene to 
supervise cases involving major or serious events; ensures compliance with State,. 
Federal, and Local Law, Case Law and Department policies, rules, and regulations; 
determines what resources and personnel need to be allocated to properly and safely 
handle the situation and arranges for them to be contacted; notifies outside agencies, if 
required, such as, EMS, Fire, utility companies, search and rescue teams, or mounted 
forces; arranges transportation, when needed. 
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Takes complaints on officers, determining nature of the complaint and decides whether it 
needs further review; acts as internal affairs investigator and conducts hearings in cases of 
misconduct; investigates vehicle accidents, personal injury accidents, and other incidents 
involving the officers. 
 
Supervises the serving of civil process including ex-partes, full orders of protection, 
subpoenas, garnishments, probate notices, writs, and all other processes. 
 
Attends various meetings with other agencies and private organizations, as well as staff 
meetings; adjusts works schedules to cover shifts; acts as training coordinator for the 
Operations Division; reviews training files, determining which officers need specific training 
in certain areas; assists, directs, and advises subordinates in operations involving 
surveillance, raids, and arrest; provides guidance concerning preparation and obtaining 
search warrants; coordinates various Department programs 
 
KNOWLEDGE AND SKILLS: 

MINIMUM QUALIFICATIONS: 
 
Possession of Missouri Peace Officer Certification; high school diploma or GED, and five 
years experience in law enforcement, including three years supervisory experience; must 
have clear criminal record (excluding traffic violations). 
 
APPROVALS: 
 
Department Director:___________________________________  Date:_____________ 
     (signature) 
HR Director:__________________________________________ Date:_____________ 
     (signature)        

 

1. Considerable knowledge of the principles and practices of law enforcement. 
2. Considerable knowledge of applicable federal, state and local statutes, ordinances 

and regulations. 
3. Considerable knowledge of the policies and practices of the Boone County Sheriff’s 

Department. 
4. Considerable knowledge of Boone County Human Resources policies and practices. 
5. Considerable knowledge of the criminal justice system in the State of Missouri. 
6. Considerable knowledge of the court system in the State of Missouri. 
7. Skill in planning and managing staff. 
8. Skill in interacting with people of different social, economic, and ethnic 

backgrounds. 
9. Skill in communicating with violators and mediating difficult situations. 
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