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POLICE CADET
$15.56 - $18.91/Hr.

This is a part-time position (20-30 hours of duty per week) with no fringe benefits other than
salary and sick leave accrual as per the Healthy Workplace/Healthy Families Act of
2014. Police Cadets are non-sworn personnel and are generally assigned to the Special
Services Division of the Police Department. Under limited supervision, Cadets perform varied
responsible tasks supporting general Police Department work, and perform related work as
assigned. Though not required, this position provides valuable experience through limited
exposure to the various aspects of law enforcement which would be helpful to a candidate
interested in seeking a future career as a Police Officer.

REPRESENTATIVE DUTIES

Cadets may be assigned to one or more of the following positions:

Records - Assists in Records Bureau as Citation Clerk processing parking and traffic citations;
indexing, filing, and answering telephones; fingerprinting; and general clerical duties. This
position requires attention to detail, computer data entry, and ability to prepare and maintain
traffic/parking reports.

Vehicle/Equipment Maintenance - Performs maintenance inspection of police vehicles;
conducts minor repair work; transports vehicles to location of repair; and prepares monthly
maintenance reports.

Parking Enforcement - Issues citations for parking violations, abandoned vehicles, and traffic
control.

Security Patrol - Drives and walks through parking lots or assigned areas observing and
monitoring activities in the area, and reporting suspicious criminal activities and/or hazardous
conditions to the Police Department through the use of hand-held radio and/or telephone.

QUALIFICATIONS, KNOWLEDGE, AND ABILITIES

Ability to work independently, reason and react effectively and maturely, comply with and
comprehend verbal and written instruction, and learn to operate telephone, teletype, and radio
equipment. Must be able to meet and work tactfully and courteously with the public. Ability
to prepare reports utilizing correct spelling, punctuation, and grammar and perform
a variety of clerical duties. Must be able to stand for long periods of time, and be able to
lift 25 Ibs. Acquaintance with police practices and methods is desirable.

Graduation from high school or GED and a minimum age of 18 years at time of appointment
required. Must possess a valid California driver license, a good driving record, and proof of
insurability.

SELECTION PROCESS

1. Completion of Montclair’s application form 1is required. = Applications will be
accepted on a continuous basis.

2. When a sufficient number of applications is received, applications will be screened for
conformance with minimum required and desirable qualifications. Qualified
candidates will be invited to participate in a written examination.

3. Candidates passing the written examination with the top scores will be invited to participate
in a structured oral interview.

4. Names of successful candidates will be placed on an eligibility list from which a selection
will be made. Final appointment will be made by the City Manager, upon the
recommendation of the Police Chief.

5. Prior to being offered employment with the City of Montclair, the top candidate(s) must
pass an extensive background investigation and a preemployment physical including a drug
screening.

APPLICATION PROCEDURE

City application forms are available at the reception desk, City Hall, 5111 Benito Street,
Montclair, CA, 91763, or on-line at www.cityofmontclair.org. Completed and signed
applications must be returned to City Hall, Personnel Division either in person, by

U.S. mail, via email to jobs@cityofmontclair.org, or via fax to (909) 621-1584.

Applications received by fax or email will be requested to be submitted
with original ink signature if invited to structured oral interview.




