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CITY OF NICHOLS HILLS 

JOB DESCRIPTION 

Job Title: Officer 

Department: Police 

Reports To: Police Sergeant 

FLSA Status: Non-Exempt 

Salary: $49,503-$67,213 Annually 

 

This job classification has been designated as a safety sensitive job classification in 
accordance with the Oklahoma Medical Marijuana and Patient Protection Act, 63 O.S., § 
427.1 et seq., (OSCN 2019), effective August 29, 2019. This means employees in this job 
classification can be subject to disciplinary action up to and including termination if they test 
positive for marijuana components or metabolites, even if they possess a medical marijuana 
license. 

JOB DESCRIPTION 

Job Summary and Essential Job Functions 

This job is located in the Nichols Hills Police Department and is the entry-level position for all 
sworn officers. 

Must have successfully completed Police Officer training mandated by the Oklahoma Council on 
Law Enforcement Education and Training (C.L.E.E.T.) for entry level police officers or be able 
to complete said training within six-months of employment. Must be able to maintain the annual 
training requirements of the department and the state/C.L.E.E.T. 

Applicants must also meet the minimum physical standards set forth by the State of Oklahoma in 
the Oklahoma Police Pension and Retirement Board Administrative Code. 

Essential Job Functions 

Patrols assigned area on foot, in a patrol car, on a motorcycle or bicycle. 

Familiarizes self with the city and persons living in the area. 

Check stores, businesses, houses and other premises for fire, burglary, and other disturbances. 
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Investigates suspicious activity or conditions. 

Arrests and apprehends law violators. Escorts prisoners to police stations, may book prisoners. 

Conducts welfare checks and feeding of prisoners as necessary. 

Responds to complaints, reports hazards, disperses unruly crowds at gatherings, and directs 
traffic. 

Collects and processes found property and evidence. Writes and files daily activity reports with 
superior officer. 

Testifies in court proceedings and mediates disputes between citizens. 

Investigates traffic accidents and completes required reports. 

Enforces all ordinances. Acts as escort when assigned. 

May administer tests to person suspected of driving under the influence of alcohol or other 
substances. 

Identifies and arrest persons suspected of violating Federal, State or local laws and ordinances. 

Job Requirements 

Be a citizen of the United States. 

21-45 years of age. Applicants may complete an application and proceed in the hiring process at 
20 years of age if they will turn 21 by the start date of the next academy class. 

Valid driver's license. 

Meet annual training standards. 

Good moral character. 

Suitable emotional stability. 

Acceptance into the Oklahoma State Police Pension and Retirement System. 

High school diploma or GED certificate. 

Working Conditions and Physical Requirements. 
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SPECIFIC EXAMPLES OF WORK PERFORMED 

The examples provided below reflect the variety of tasks performed by police officers as part of 
their jobs. 

A. Mechanical and Physical Activities: 

1. Operates a motor vehicle safely for extended periods of time in all environmental 
conditions and on occasion operates the vehicle at high speeds and in congested traffic 
situations. 

2. Assists stranded motorists by jumping dead batteries, changing flat tires, and pushing 
vehicles. 

3. Defends self and others by engaging in actual physical combat. 
4. Stands for long periods of time while directing and controlling traffic by use of hand 

signals and the blowing of a whistle. 
5. Cleans and fires a variety of police weapons, including pistols, rifles, and shotguns both 

in the field and to meet department standards of proficiency. 
6. Must be able to occasionally lift or move more than 100 pounds and move or lift up to 25 

pounds frequently.  
7. Learns to type on mobile computer terminal in a police vehicle as a means of gathering 

and exchanging information. 
8. Climbs, jumps, crawls, or otherwise surmounts physical obstacles, as well as runs for 

various distances. 
9. Works assigned shifts, which may require adjusting eating and sleeping habits. 
10. Withstands obnoxious odors and views heinous crime scenes, while identifying and 

preserving physical evidence of a crime. 

B. Reporting and Documentation: 

1. Completes Oklahoma State Uniform Vehicle Accident Report form. 
2. Writes narrative reports in long-hand as required in the performance of duty. 
3. Completes traffic/criminal citations to issue to violators of city and state laws. 
4. Dictates narrative reports as required in the performance of duty which are to be 

transcribed by a clerk-typist. 
5. Composes interdepartmental memorandums, requests for transfer, and other 

correspondence as required in the performance of duty. 

C. Verbal Communication: 

1. Testifies clearly and truthfully in front of a judge and jury in court. 
2. Interviews and interrogates victims, suspects, and witnesses in crime incidents. 
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3. Communicates with other officers in groups and on an individual basis to exchange ideas 
and information on law enforcement matters. 

4. Talks on the police radio to communicate with dispatchers and fellow officers. 
5. Confers with City or District Attorney to answer questions and give advice on court 

cases. 
6. Delivers speeches to groups of citizens on various law enforcement topics. 
7. Communicates daily and in stressful situations with people of varied socioeconomic, 

education, religious, and cultural backgrounds. 

D. Quantitative Procedures: 

1. Prepares traffic accident reports using basic mathematical formulas to compute speed, 
skid marks, etc. 

2. Counts large sums of money confiscated as evidence in criminal cases. 

E. Interpersonal Contacts: 

1. Responds to domestic disputes and resolves issues in a way that minimizes harm to the 
disputing parties. 

2. Provides advice and information to citizens on criminal law and civil law. 
3. Aids people in filing crime reports and in preventing or solving criminal activity. 
4. Helps resolve citizen/people problems of mutual interest, utilizing terminology and 

phraseology consistent with the citizen's subculture. 

F. Judgment and Decision-Making Activities: 

1. Determines "probable cause" in making arrest of individuals. 
2. Evaluates the mental stability of an individual to determine if he/she is responsible for his 

actions, and/or dangerous to self and others. 
3. Determines when, and under what circumstances, to use non-lethal or deadly force. 
4. Make decisions on the fastest means to arrive at a call for service based on knowledge or 

by consulting a map. 
5. Makes decisions as to whether certain activities are criminal in nature and determines 

proper criminal charges to be placed against an individual. 
6. Decides what is or is not to be collected and analyzed as evidence in a criminal matter. 
7. Makes crucial decisions under stress and is held accountable for the end result. 
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ADDITIONAL DESIRABLE QUALIFICATIONS 

 30 semester hours, associate degree in police science, criminal justice, public 
administration, or related field. 

 Additional years of relevant experience with this or another agency that increases 
proficiency conducting investigations. 

 CLEET certification as a trainer. 

 

SUPERVISION GIVEN AND RECEIVED 

Supervision is not generally a condition of employment; however, incumbent may be required to 
supervise a lesser-qualified officer during that officer’s training period. Works under the general 
supervision of a Sergeant or an appointed police supervisor. 

 

AN EQUAL OPPORTUNITY EMPLOYER 
 
If you require reasonable accommodation at any time during the hiring process, 
please notify the ADA Coordinator or Human Resource Department Representatives 
by calling 405-843-6637.  
  
The City of Nichols Hills is an equal opportunity employer and values diversity and 
inclusion. 
  
The City of Nichols Hills will not discriminate against any applicant or employee 
because of race, color, creed, national origin, ethnicity, religion, sex (to include sexual 
orientation and gender identity and/or expression), age, genetic information, disability, 
or political affiliation.  
 
 
Benefits 

 Take home vehicle eligible after probationary period 
 Sick Leave: 96 hours per year. Max: 960 hours 
 Vacation: 88 hours per year (first 7 years) 128 hours per year after 7 years.  
 Holidays: 12 regular holidays per year. 
 Wellness Program: sick leave buy-back; vaccine and wellness cash incentives.  
 Longevity Pay: All full time City employees are eligible for longevity pay after 

a completing two consecutive years of service.  
 Educational Incentives from $50-$200/month depending on degree; License 

and Certification incentives from $25-$125/month; Tuition Reimbursement up 
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to $2500/yr.  
 Hazard Pay: Non-exempt hourly employees shall be $3.00/hour additional 

compensation for the duration of the hazardous condition.  
 Health Reimbursement Arrangement (HRA Plan) option.  
 Injury Insurance (workers comp): Effective day of employment. 
 Retirement: OKLAHOMA POLICE PENSION AND RETIREMENT 

SYSTEM: All full time, uniformed employees are enrolled in the Oklahoma 
Police Pension and retirement system on their first day of full-time employment 
with the city.  

 Credit Union:  All full-time employees are eligible for membership in the 
Credit Union.  

 Life Insurance: Each full-time employee is eligible for group health and term 
life coverage as determined by the insurance carrier. 

 Health Insurance: Plans are available for employee, family, and dependent 
coverage. Coverage begins following thirty (30) days employment.  

 Dental Insurance: Dental Plan options are available for employee, family, and 
dependent coverage at reasonable rates. 

 


