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                         Charter Township of Canton 
                                                                                                   1150 Canton Center Road 

Canton, MI 48188   
Telephone (734) 394‐5260 

Website: www.canton‐mi.org 
 
 
 
 
 
 

Notice of Employment Opportunity 
 

The following full‐time position will be open until 4:00 p.m. on Friday, October 31, 2014: 
 

PUBLIC SAFETY SERVICE OFFICER 
 

Start Rate of Pay ‐ $39,162/year 

 This is an external posting open to all applicants 
 Must meet the minimum requirements of the position 
 Create an account to apply online or pick up a paper application in the Human Resources 

  Department 
 Applications not completed in their entirety will not be considered 
 See attached hiring process for important dates and additional information 

 
 

 
 
 
Only those applications that are received in the Human Resources 
Division prior to the deadline date will be considered.  
 
 
Job Description and Hiring Process Attached 
Date Posted:  October 3, 2014 
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JOB DESCRIPTION 
PUBLIC SAFETY SERVICE OFFICER 

 
DESCRIPTION OF DUTIES: 
This is responsible work in receiving, transmitting and logging messages over a radio communications 
system in a municipal public safety operation, assisting police officers and fire personnel when necessary, 
and performs other tasks related to department operations.  The employee works under general supervision 
of the on duty shift commander assigned to the Patrol Division.  However, independent judgment is required 
relative to the actions necessary to dispatch various personnel in response to calls for service, and 
emergencies related to department operations. In addition to dispatch duties, the employee shall assist police 
officers with restraining and physical management of individuals in custody and  perform other 
departmental duties as assigned. 
 
EXAMPLES OF WORK:   (Note:  These examples are intended merely as illustrations of the various 
types of work performed in positions allocated to this classification and do not include all of the duties an 
employee in this class may be required to perform.) 
 Receives and transmits radio messages to public safety personnel. 
 Maintains a log of each message received or transmitted. 
 Operates LEIN machine and computer terminal. 
 Keeps records and prepares reports. 
 Performs jail attendant duties, searches prisoners and processes arrests. 
 Performs physical management and assists with restraining subjects in custody when  necessary. 
 Assists in front desk, animal control, and traffic control duties as needed. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS: 
 
 Ability to learn the operation of a radio communications system. 
 Ability to learn pertinent state and local laws.  
 Ability to learn streets and principal locations in and around Canton Township 
 Ability to follow oral and written instructions. 
 Ability to remain calm and to act quickly and effectively in emergencies. 
 Be willing to work a variety of shifts and on a seven day per week schedule. 
 Ability to properly and efficiently operate the required office equipment, LEIN   
 machine, computer terminal and logging tape recorder. 
 Ability to quickly learn and perform the job duties, and pertinent rules, regulations,  
 policies and procedures. 
 Ability to hear well, comprehend quickly, and speak clearly and concisely in a well  
 modulated and audible voice. 
 Ability to maintain accurate and legible records and prepare required reports. 
 Ability to establish and maintain effective working relationships with other   
 employees. 
 Ability to deal with the public in a tactful and courteous manner. 
 Must possess personal physical stamina and endurance to respond to physical   
 management situations and assist with restraining individuals in custody. 
 Ability and willingness to comply with the Department’s Standards of Appearance   
 policy (i.e. employees shall not have any body art or tattoos that are visible while in  
 uniform and employees shall not have tattoos that are considered vulgar, obscene or  
 suggestive in nature). 
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JOB DESCRIPTION 
PUBLIC SAFETY SERVICE OFFICER 

 
 Must possess a current, valid Michigan Drivers License with a driving history that  
 does not create liability concerns; i.e. convictions of reckless driving, careless   
 driving, suspended license, or convictions involving drinking and impaired driving.  
 Graduation from high school or equivalent, supplemented by additional related   
 training; or any combination of training and experience which would provide the   
 minimum qualifications. 

 
PHYSICAL DEMANDS: 
 

Physical Demands     Lift/Carry 
- Stand-    Frequently  - Less than 10 lbs- Frequently 
- Walk-     Frequently  - 10 - 29 lbs-   Occasionally 
- Sit-   Frequently  - 30 - 59 lbs-  Rarely 
- Use of Hands/Fingers-  Frequently  - 60 - 100 lbs-  Rarely 
- Reach-   Occasionally  Push/Pull 
- Climb-   Rarely   - Less than 10 lbs- Frequently  
- Crawl-   Rarely   - 10 - 29 lbs-   Occasionally 
- Squat or Kneel-  Rarely    - 30 - 59 lbs-  Rarely  
- Bend-   Occasionally  - 60 - 100 lbs-  Rarely 
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Hiring Process ‐ Public Safety Service Officer 
 
October  3, 2014 thru October 31, 2014 

1. Submit a Canton Township Employment Application Form (online or paper), completed  in  its 
entirety prior to  posted deadline date of  Friday, October 31, 2014. 

a. Online applications must be completed and submitted electronically before 11:59 p.m. 
on October 31, 2014. 

b. Paper  applications  must  be  received  in  the  Canton  Township  Human  Resources 
Division by 4:30 p.m. on the posted deadline date. Faxed or emailed paper applications 
will not be accepted. 

 Late and incomplete applications will not be accepted. 

 Applicants choosing to complete a paper application need to be conscious of 
postal delivery times.  

c. All communication will be via email.  Applicants must provide a valid email address on 
the  application  and  the  email  address  must  be  written  legibly.    Please  add 
jobs@canton‐mi.org to your safe sender list.   

 
November 3, 2014 thru November 13, 2014 

2. Candidates selected to move on in the hiring process will be emailed a selection questionnaire 
no later than 4:00 p.m. on Monday, November 3, 2014.  

a. The  completed  questionnaire must  be  returned  by mail  or  in  person  and must  be 
received  in Human  Resources  prior  to  4:00  p.m.  on  Thursday, November  13,  2014. 
Emailed or faxed questionnaires will not be accepted.  

b. Applicants who do not receive a questionnaire will receive email notification they are 
no longer being considered. 

c. Applicants  who  do  not  receive  an  email  communication  on  the  status  of  their 
application  by  4:00  p.m.  on Monday,  November  3,  2014,  need  to  contact  Canton 
Township Human Resources at 734‐394‐5260 to verify the status of their application. 
 

3. Applications  and  questionnaires  will  be  screened  for  qualified  candidates.  The  preferred 
candidates will meet the following criteria: 

a. Questionnaire and application prepared representing the quality of desired professional  
work (Spelling, grammar, and presentation are essential). 

b. Must be willing and available to work rotating 12‐hour shifts over the next year. 
c. Must have a current, valid Driver's License at the time application is submitted. 
d. Must  have  a  background  that  is  free  of  liability  concerns;  such  as,  convictions  of 

careless or  reckless driving,  suspended  license,  felony or  criminal  convictions or any 
convictions involving drinking or impaired driving within the past 5 years. 

e. Must be willing and able  to comply with  the Department’s Standards of Appearance 
policy at all times. The policy states, “Employees shall not have any body art or tattoos 
that  are  visible  while  in  uniform  and  employees  shall  not  have  tattoos  that  are 
considered vulgar, obscene or suggestive in nature.” Public Safety Service Officers are 
required to wear short sleeve uniform shirts May through October. 

f. Must be prepared to make a sincere commitment to a variety of non‐traditional work 
schedules during the one year probationary period. Work schedules  include holidays, 
weekends, days, afternoons, nights and rotating shifts. 
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Hiring Process ‐ Public Safety Service Officer (Continued) 
 

Hiring preference will be given to candidates that have:  
a. Work experience  in a municipal government Police and/or Fire Dispatch environment 

responding to both 911 emergency and non emergency calls.   
b. Work experience in jail attendant duties, prisoner searches and processing arrests. 
c. The willingness  to make a  four year minimum commitment  to  the Canton Township 

Public  Safety  Service Officer  (PSSO)  position.    Four  years  of  service  as  a  PSSO  is  a 
minimum  requirement  to  be  considered  for  the  Police  or  Fire  Academy  Recruit 
Candidate Program offered as part of the PSSO Career Development Program. 

 
November 21, 2014 

4. Candidates selected to move on in the hiring process will receive email notification confirming 
they  have  been  scheduled  to  take  the written  examination  and  simulated  call  taker  video 
tests. Testing notification will be emailed out by 4:00 p.m. on Friday, November 21, 2014. 
 

5. Applicants who are not invited to the testing will receive email notification they are no longer 
being considered by 4:00 p.m. on Friday, November 21, 2014. 
 

6. Applicants who do not  receive an email communication on  the  status of  their application  / 
questionnaire  by 4:00 p.m. on Friday, November 21, 2014 need to contact Canton Township 
Human Resources at 734‐394‐5260 to verify the status of their application. 
 

December 3, 2014 ‐ TESTING  
7.  The  written  exam  and  call  taker  simulated  video  test  will  both  be  held  on Wednesday, 

December 3, 2014. 
 
The written exam will be scheduled from 9:00 a.m. to 11:00 a.m. The written test will consist 
of 100 general aptitude questions.   
 
The call taker simulated video test will begin at 12:30 p.m.  The video simulation will measure 
situational  assessment,  listening  and  communication,  decision  making  and  other  skills 
required in the Public Safety Service Officer position. 
 

8. Candidates must be available to attend and complete both tests on Wednesday, December 3, 
2014 
to be considered for this Public Safety Service Officer job posting.  
 

9. Tests  will  be  scored  separately.  Those  applicants  passing  the  assessment  tests  with  a 
minimum of 70% or above on each test will be considered for an oral interview based on the 
qualifications presented on the application,  questionnaire and pre‐employment tests.  
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Hiring Process ‐ Public Safety Service Officer (Continued) 
 

 
ORAL INTERVIEWS ‐ Scheduled on or after December 15, 2014 
 
 
10. Oral Interviews will be scheduled. The Oral Interview will include extensive questions that may 

explore sensitive or confidential aspects of candidates’ personal lives.  
 

11. Upon conclusion of Oral  Interviews, an Eligibility Hiring List will be prepared establishing an 
expiration date one year from preparation date.   
 

12. All candidates will be notified via email of disposition of their employment application.  
 

13. All offers of employment are contingent on the results of further interviews, reference checks, 
psychological examination, thorough background investigation, working history verification, 
physical examination/drug screen and satisfactory completion of a probationary period.  

 
14. The Public Safety Service Officer position has a one year probationary period with scheduled 

bi‐monthly probationary evaluations.  
 

15. The Public Safety Service Officer position is a non‐sworn, non‐certifiable Public Safety position. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   


