
 
                           E M P L O Y M E N T   O P P O R T U N I T Y 
 
                                                            POLICE CADET 
  

              Salary Range:  $15.86 - $21.26/Hour 
                  

                                                                      Closing Date: Until Filled 
                  

                                 
                                                               Emails and Faxes Not Accepted. 

 
                                                                                              
 
 
 
Under immediate supervision of a sergeant or “officer in charge”, the cadet will support 
field operations, records, administrative and investigative personnel by performing a 
variety of police clerical and semi-paraprofessional work.    
 
This class is distinguished from sworn police classes in that it performs law enforcement and 
police support duties that do not require performance by a sworn police officer.  
 
 
 
NOTE: the following are duties performed by employees in this classification.  However, 
employees may perform other related duties as needed.  Not all duties listed are 
necessarily performed by each individual in the classification. 
 Service of subpoena’s 
 Dropping off and picking up police vehicles for service. 
 Stocking patrol cars with equipment 
 Assisting the vehicle abatement program. 
 Live scans and fingerprinting. 
 Signing off correctable citations. 
 Traffic control at emergencies and special events. 
 Stocking of forms in evidence and report writing rooms.    
 Assisting with front counter/lobby traffic. 
 Other related duties as assigned. 
 
 
 
Some basic knowledge of police procedure is preferred; filing and recordkeeping; motor 
vehicles; city streets and addresses. 
Ability to: 
Interact effectively with the public and other employees. Answer phones courteously and 
provide information.  Read and write.  Find addresses and people and be able to serve 
subpoenas.  Maintain a valid California Driver’s License. 
 

QUALIFICATIONS 
 

EXAMPLE OF DUTIES 
 

DEFINITION 
 

City of Anderson 
Personnel Department 

1887 Howard Street, 3rd Floor 
Anderson, CA 96007 

(530) 378-6646 



Education:   
Any combination of training and experience that provides the required knowledge, skills, 
and abilities is qualifying; typical education would require a high school education, and 
current enrollment in, or completion of, college level classes in Administration of Justice.    
 
Experience: 
Typical experience would include office work, prior experience as a police explorer, or 
working with the public or any other related experience. 
 
Special Requirements: 
Must be a US Citizen and must be at least 18 years of age by the closing date and possess 
the appropriate driver’s license, or the ability to acquire one within ten days of 
appointment. Familiarity of keyboard typing is desirable.    
 
TOOLS AND EQUIPMENT USED 

Operate a motor vehicle and/or utility truck, perform basic operations on standard 
software applications for computers, printers, fax machines, and other computer related 
equipment.  Ability to use telephones and two-way radios, electronic scales, heat sealing 
evidence machines, standard utility equipment (shovel, rake, etc.), emergency roadside 
flares, barricades, signage and tow trailers. 
 

PHYSICAL REQUIREMENTS 
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 possess mobility to work in a standard office setting and use standard office 
equipment, including computers, telephones, calculators, copiers and fax machines; sit 
for extended periods; frequently stand and walk; operate a motor vehicle; inspect 
various City and residential sites; walk on uneven terrain; vision to read printed 
materials and a computer screen; hearing and speech to communicate in person, before 
groups and over the telephone; and normal manual dexterity and eye-hand 
coordination. This is primarily a field classification with frequent standing in work 
areas and walking between work areas required. Finger dexterity is needed to access, 
enter and retrieve data using a computer keyboard, typewriter keyboard or calculator 
and to operate standard office equipment.  Positions in this classification occasionally 
bend, stoop, kneel, reach, push and pull drawers open and closed to retrieve and file 
information.  Employees must possess the ability to lift, carry, push, and pull materials 
and objects necessary to perform job functions. 
 
 
 
 
 
VISION:  Ability to see in the normal visual range, with or without correction, as set 
forth by the State of California Department of Motor Vehicles standards for safe vehicle 
driving. Specific vision abilities required by this job include close vision, distance vision, 



peripheral vision, depth perception, the ability to adjust focus, and the ability to 
distinguish color. 
 
HEARING:  Ability to hear in the normal audio range with or without correction.   
 

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 regularly works in both inside 
and outside environmental conditions.  The employee is exposed to loud noise levels, 
cold and hot temperatures, inclement weather conditions, vibration, confining 
workspace, chemicals, mechanical and/or electrical hazards, and hazardous physical 
substances and fumes.  Employees may interact with upset staff and/or public and 
private representatives in interpreting and enforcing departmental policies and 
procedures.  Employees may be exposed to potentially hazardous physical substances. 
May involve exposure to dangerous and/or diseased animals, and animals known to 
cause allergies. 
 

 
 
 
A City application form is required.  A Resume may be submitted but will not be accepted in lieu 
of an application.  Application forms may be obtained from the City of Anderson, Personnel 
Department, 1887 Howard Street, Floor 3, Anderson, CA  96007.  (530) 378-6646, or one may be 
downloaded from our website at www.ci.anderson.ca.us. 
 
 
 
On receipt of completed applications, each candidate's education and experience 
qualifications will be evaluated; the selection process may consist of a qualification’s 
appraisal, a written examination, an oral evaluation, or any combination of the above 
appropriate to the number of applications received.  The scores resulting from the testing 
process will determine placement on an eligible list from which appointment(s) will be made. 
  
The City of Anderson is an equal employment opportunity employer and does not discriminate 
with regard to race, age, color, sex, religion, national origin or disability.  The City of Anderson 
will make reasonable accommodations upon request to applicants with disabilities. 

HOW TO APPLY 
 

SELECTION PROCESS 
 

http://www.ci.anderson.ca.us/

