
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

Date: 01/03/17 
  

 
TITLE:     Police Lieutenant 
 
DEPARTMENT:    College Police  
 
SECURITY SENSITIVE:   Yes 
 
FLSA STATUS1:  Exempt 
 
SALARY GRADE:  31 
 

FUNCTION: Management position responsible for performance of their assigned 
unit in fulfilling the mission of the San Jacinto College Police Department, 
providing leadership, support, development and accountability for police sergeants 
and officers and non-sworn staff assigned.    The police lieutenant shall provide 
strategic planning for their assigned unit and ensure that department personnel 
conform to the policies and procedures of San Jacinto College and the General 
Orders of the San Jacinto College Police Department. Responsibilities also include 
providing for the safety and welfare of all students, faculty, staff and visitors; 
maintaining peace and order on the property of San Jacinto College; enforcing 
College rules, regulations, state and federal laws; and providing law enforcement 
services to San Jacinto College. 

  
REPORTS TO:    Chief of Police 
 
SUPERVISES:  Police Sergeants 
    Police Officers 
    Coordinator, Telecomm/Alarm 
  
MAJOR REPONSIBILITIES:   
 
           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 
Provide leadership and strategic direction for a major 
division of the San Jacinto College Police Department. D 10 

Maintain quality control, consistency and balance in the 
delivery of police department services to San Jacinto 
College. 

W 5 

1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 

                                                 



Develop and maintain strong positive working 
relationships with SJCPD leadership, officers and non-
sworn personnel as well as employees and leadership of 
the College. 

W 5 

Mentor police sergeants and non-sworn supervisory 
personnel. W 5 

Supervise and evaluate the performance of assigned 
sergeants and non-sworn supervisors. M 5 

Ensure sergeants and non-sworn supervisors maintain 
adequate staffing for their assigned work unit to include 
scheduling days off, assigning overtime, approving time 
off and training requests, making adjustments for 
illnesses and injuries. 

W 2 

Coach and develop assigned sergeants and non-sworn 
supervisors to achieve their best performance. W 5 

Provide training opportunities for sergeants and non-
sworn supervisors to enhance existing and develop new 
skills. 

M 4 

Take operational command during emergencies and 
critical incidents. A 2 

Instill a strong customer service and community policing 
philosophy within their assigned division of the police 
department. 

W 2 

Conduct training programs in their areas of expertise for 
police department personnel. Q 2 

Maintain records to document the job performance of 
assigned sergeants and non-sworn supervisors. W 2 

Provide regular performance feedback to members of 
their assigned division and provide guidance for 
improvement. 

W 4 

Make critical decisions through analysis of available 
information and emerging problems to achieve effective 
solutions. 

W 5 

In the absence of the Chief of Police, act as the 
representative of the police department with members of 
the College Strategic Leadership Team, Vice Presidents, 
Deans and Directors. 

Q 6 

Develop and maintain good working relationships with 
police commanders of law enforcement agencies with 
which the San Jacinto Police department interacts. 

M 5 

         
 
 
 
 



          Frequency 
Additional Job Functions:                 D, W, M, Q, A         %Time 
Interact with strong, positive interpersonal skills. 

W 2 

Excellent verbal and written communications. 
 D 5 

 Provide quality control for the delivery of police 
department services and documentation.  W 3 

Ensure compliance with police department and College 
policies, orders, directives and guidelines. W 5 

Innovative, comprehensive and analytical thinking. 
W 3 

Ethical and honest in interactions with others and in the 
performance of duties. D 5 

Exhibits appropriate critical thinking skills in the 
performance of job responsibilities. W 3 

Supportive of police department and College values, 
mission statements, goals and objectives. W 5 

 
 
REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
 
Must meet the following criteria:  
- Demonstrated leadership, communication and critical decision making skills in a law 
enforcement environment relevant to San Jacinto College. 
 
Education and Experience: 
 

Required Education:   
Meet one of the following experience and education requirements:  
- Six (6) years of experience as a police sergeant, or equivalent, or higher rank 
and a high school diploma or equivalent, or;  
- Five (5) years of experience as a police sergeant, or equivalent, or higher rank 
and an Associate's Degree from an accredited institution of higher education, or;  
- Four (4) years of experience as a police sergeant, or equivalent, or higher rank 
and a Bachelor's Degree from an accredited institution of higher education.    

 
 
 



Preferred Education:    
Graduation from an advanced police management program such as the FBI 
National Academy, the Leadership Command College of the Law Enforcement 
Management Institute of Texas, Southern Police Institute Command Officer 
Development Course or Administrative Officer Course, or Northwestern 
University Center for Public Safety School of Police Staff and Command. 
 
Required Experience:   
Minimum of four years of successful experience supervising peace officers in 
a law enforcement agency. 
 
Preferred Experience:    

 
 
Licenses/Certifications: 
 
 Required Licenses/Certifications:   

Hold a current Texas Commission on Law Enforcement (TCOLE) Advanced or 
Master Peace Officer Certification 

 Preferred Licenses/Certifications: 
 TCLEOSE Instructor Certification   
         Frequency 
Work Environment        D, W, M, Q, A 
Ex. Exposure to potential dangerous materials M 
A San Jacinto College police lieutenant must be willing to 
work any shift or assignment including weekends, holidays, 
overtime, and special events. The nature of police work 
involves a high degree of risk and exposure to various 
hazards to include criminal offenses, emergency situations, 
traffic stops, severe weather conditions and a diversity of 
calls for service. 

D 

 
 
                  Frequency 
Physical Activity4:                           D, W, M, Q, A   
While performing the duties of a police lieutenant with San 
Jacinto College, the lieutenant may be required to sit, stand, 
drive, walk, run, stoop, crouch, kneel, crawl, push, use 
hands to finger, handle or feel objects, operate tools or 
controls, jump over, pull, carry, reach above head, lift, 
lower, grasp, hold, climb and balance. The lieutenant shall 
remain awake, alert and visually observant at all times, and 
have full use of arms, hands, and legs. 

D 

        

4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 
force. 

                                                 



 
 
             
 Employee Signature       Date 
 
 
             
 Leader Signature       Date 
 
 
 
 
For HR Use Only: 
Position Number  
Position Class  
Position Ecls  
Salary Table  
Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  
The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 
 


