
     SPECIAL PATROL OFFICER 
 
DISTINGUISHING FEATURES OF THE CLASS: Under the general supervision of the Police 
Chief, this position involves responsibility for maintaining order and providing security in public 
buildings, grounds and spaces. The incumbent will also assure compliance with applicable laws, 
codes, rules and regulations; provide assistance to the general public and model and promote a 
positive, productive and safe climate. Persons employed in this class shall have all the powers of 
a peace officer, as set forth in section 2.20 of Criminal Procedure Law, when performing the duties 
of protecting property or persons on such premises. Does related work as required.  
 
EXAMPLES OF WORK (Illustrative Only): 
 
Provides security by patrolling public property and all areas of public buildings, grounds and 
spaces to detect and prevent theft, vandalism, illegal entry, and other possible hazards that may 
arise;  
 
Protects and guards the public and employees in and around designated publicly-owned 
property;  
 
Provides assistance in emergency situations; 
 
Subdues and/or physically restrains unruly individuals and removes from premises, if 
necessary;  
 
Screens visitors and/or reviews documents and identification;  
 
Welcomes visitors and directs them to the appropriate department or provides general 
information, as appropriate;  
 
Escorts protected individuals to and from locations within the assigned area;  
 
Actively prevents acts and events that would be harmful to people or destructive to the building 
or property by observing and responding appropriately to suspicious activity;  
 
Maintains order and ensures compliance with building rules;  
 
Warns violators of rule infractions;  
 
Works in cooperation with staff and administration to maintain a secure environment;  
 
Prepares, maintains, and updates records and/or reports or incident reports as required;  
 
Participates in training to stay informed on appropriate techniques for safeguarding public 
property and individuals therein; 
 
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments. 
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Good knowledge of 
procedures and practices for protecting and safeguarding buildings and property; good knowledge 
of law enforcement along with State/Federal laws and regulations; ability to maintain order; ability 
to exercise judgement and common sense in stressful situations; ability to carry out established 
security procedures in case of fire, bomb threat or other emergency situations; ability to observe 
detail, remember facts and information, and evaluate situations; ability to prepare brief written 
communications; ability to communicate information orally to the public or related personnel; 
ability to use self-defense, restraint techniques and security equipment; ability to conduct in-depth 
investigations; ability to use computer applications such as spreadsheets, word processing, 
calendar, e-mail and database software; ability to establish and maintain effective working 
relationships with other employees and the general public; ability to maintain records and prepare 
written reports; ability to read, write, speak, understand, and communicate in English sufficiently 
to perform the essential duties of the position; initiative; sound judgment; tact; courtesy; excellent 
ethical character; leadership and teamwork ability; good attendance/punctuality; physical 
condition commensurate with the duties of the position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Graduation from high school or 
possession of a high school equivalency diploma and status as a retired Police Officer of a 
municipal police department in New York State.  
 
SPECIAL REQUIREMENT: Possession of a valid New York State Driver's License at the time of 
appointment.  The appointing authority is responsible for verifying and ensuring that the candidate 
meets these conditions at time of appointment and throughout the course of employment. 
 
SPECIAL REQUIREMENT TO CARRY OR POSSESS FIREARMS:  
Special Patrol Officers may not carry or possess firearms while on duty unless authorized to do 
so by the Appointing Authority and a license has been issued pursuant to Section 400.00 of Penal 
Law (Section 2.10.37 of Criminal Procedure Law). Where possession of the license is required, 
eligibility for and continued possession of the license is required for employment. It is the 
responsibility of the appointing authority to ensure that, if authorized, the incumbent has and 
maintains possession of the required license.    
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