
 

 
 
 
 

Community Service Officer/Police Cadet – Limited Duration 
 
 
 
 

The Community Service Officer/Police Cadet classification is designed to prepare candidates to become Belmont Police 
Officer Recruits. The classification helps incumbents develop the leadership and analytical thinking skills required to meet 
the challenges of their complex roles as problem-solvers, service providers, and professionals in the law enforcement 
community. Cadets will spend part of their time working specific job assignments to support the day-to-day operations of the 
Belmont Police Department, perform rotating assignments throughout the department, and gain familiarization with the daily 
operations of the Department. 

 
ESSENTIAL FUNCTIONS: 
Essential duties may include, but are not limited to the following: 

 
 Assist police officers with non-emergency duties, routine police reports; conduct non-hazardous investigations 

including non-injury vehicle collision investigations and misdemeanor crime investigations without suspect 
information; control traffic and provide parking and facility access control. 

 
 Receive and respond to inquiries from the public at the counter and in the field; give general assistance and 

direction as appropriate. 
 

 Answer incoming calls for police and emergency; input information about an incident into the computer for 
dispatching of appropriate emergency units. 

 
 Fingerprint and photograph prospective employees, the general public, and drug or sex registrants. 

 
 Patrol City streets and roads inspect for parking violations; enforce City parking ordinances; mark vehicles parked 

in time zones; cite vehicles exceeding time limits; issue citations or notices and manage the City of Belmont’s 
abandoned vehicle abatement program. 

 
 Provide assistance in processing and maintaining evidence and property, conduct research and provide 

disposition of cases as needed. 
 

 Perform routine driving assignments and run errands in support of sworn staff. 
 

 Operate office machines and equipment such as computers, radios and vehicles. 
 

 Perform other duties as assigned. 



 

KNOWLEDGE OF: 
 

 The geography of the City of Belmont. 
 Modern office procedures and computer equipment. 
 Principles of business letter writing and basic report preparation. 

 
ABILITY TO: 

 

 Learn law enforcement theory, terminology, principles, practices, department rules and applicable laws/ordinances 
and their application to a wide variety of services and programs. 

 
 Safely operate a motor vehicle and to use the in-vehicle radio and/or computer to answer calls. 

 
 Follow written and oral instructions and implement proper procedures as required by law and department policy. 

 
 Analyze situations and take appropriate action based on training and documented procedures. 

 
 Stay calm and exercise good judgment in potentially stressful situations. 

 
 Acquire the necessary skills to take fingerprints and photographs. 

 
 Perform clerical duties such as compiling information and statistics, filing and other related duties. 

 
 Establish and maintain effective working relationships with those contacted in the course of work. 

 
 Communicate effectively both orally and in writing. 

 
 Learn the City’s geography and streets. 

 
 Pass an extensive background investigation. 

 
MINIMUM QUALIFICATIONS 

 

Age: 
Must be at least eighteen (18) years of age in order to submit an application for the Police Cadet position. 

 
Education: 
Equivalent to the completion of the twelfth grade. Additional education/training in law enforcement, criminal justice, general 
education or related subject is highly desirable. 

Driver’s License: 
Possession of a valid California Driver's License –minimum "Class C"– to be maintained as a condition of continued 
employment. 

 
Other certifications required by the State of California or deemed necessary by the Police Chief. 
 
SPECIAL REQUIREMENTS: 
This position is designed to prepare the incumbent for a career in law enforcement with the City of Belmont Police 
Department. Qualifying incumbents are expected to make continuous progress towards obtaining full-time permanent 



 

employment with the Police Department within twenty-four (24) calendar months of their appointment. Failure to make 
continuous progress and/or failure to obtain Police Officer Recruit status with the City of Belmont Police Department after 
the twenty -four (24) calendar month timeframe will result in termination. The Police Chief may, in extraordinary 
circumstances, extend this timeframe by up to twelve (12) additional months. 

 
Willingness and ability to work holidays, weekends and shifts; provide scheduled and emergency overtime; be available for 
call back as required; wear a uniform and comply with department grooming standards. 

 
In order to be considered for a Police Recruit position, cadettes may apply for the Police Recruit/Officer position and 
participate in a City examination/competitive process; and be reachable on the eligible list; and pass the extensive 
background/medical evaluation process for peace officers. 

 
Pursuant to California Government Code 1031 (a): "Must be a citizen of the United States or a permanent resident alien who is 
eligible for and has applied for citizenship" prior to time of appointment as a police officer. 

 
 

PHYSICAL REQUIREMENTS: 
 

While performing the duties of this job, the employee is frequently required to move to and from various locations in an office 
and field setting and communicate effectively in order to perform essential duties of this position. Primary functions require 
sufficient physical ability to work in an office and field setting and operate assigned equipment. Frequent walking, standing, 
reaching at shoulder height, downward flexion of neck, and side-to-side turning of neck; strong/power grasp to transport 
evidence, property, and people; manual dexterity to hold and manipulate paper, writing materials, hand-held radio, 
telephone, steering wheel, and computer terminal; occasional sitting, bending, stooping, squatting, reaching above shoulder 
height, pushing-pulling, twisting at waist, and upward flexion of neck; lifting of objects weighing up to 25 lbs. from below and 
at waist level, with assistance; lifting of objects weighing up to 10 lbs. from chest level to above shoulder level, with 
assistance; transporting of objects weighing up to 100 lbs. for distances up to one city block. Incumbent must be medically 
cleared to drive and a motor vehicle. 

 
WORK ENVIRONMENT: 

 
Office, front counter, and field setting with travel from site to site; exposure to noise of traffic; mechanical, electrical, and 
explosive hazards of vehicular accidents; fumes, odors, dust, and toxic substances of vehicular accidents and flares; and all 
types of weather and temperature conditions while working outdoors. Work hours are typically 40-hour work weeks that may 
include rotating evenings, nights, weekends, and holidays, with unscheduled breaks as time permits; overtime may be 
required. 
Work environment is both formal and informal, team and autonomy oriented, having both routine and variable tasks, 
pressure, and pace. Work is performed both indoors and outdoors in an office, at a front counter, in an automobile, and in a 
field setting at various locations. 
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