


Job Title Variations:
· Accreditation Manager
· Policy and Compliance Coordinator
· Accreditation Specialist
Accreditation Sequence:  The Accreditation process is a perpetual cycle of providing policies, procedures, and proofs of compliance.  For the initial accreditation, ALEAP gives you two (2) years to complete the process.  The agency goes through a mock assessment, final assessment and on-site inspection.  Once ALEAP awards the accreditation, the accreditation process immediately begins again.  The agency is now given twelve (12) months to update the policies and procedures as needed, and add new proofs of compliance.  The agency is then audited shortly before the year is up.  Once the assessors approve what they have reviewed, the accreditation process begins again.  This goes on until the fourth year, when again they complete a review of the policies, procedures, and proofs of compliance.  However, this year they also will complete an on-site inspection.  Once this is completed, the cycle begins again.  There is never a time that the agency is not required to update the policies, procedures, and proofs of compliance.
Job Description
The primary purpose of this position is to manage the ALEAP accreditation function for the Prescott Police Department, as well as similar continuous improvement processes (i.e. internal inspections and audits).  
The Accreditation Manager will be tasked with managing the accreditation process for the agency, as well as similar continuous improvement processes, including department inspections and policy review, revision and implementation.  The tasks associated with the position will include but are not limited to collecting proofs of compliance, documenting adherence to established standards, assisting with staff inspections, advising on standard updates, and all other duties as assigned by the Deputy Chief of Police, and/or the Chief of Police.  
This position will allow the department to be better organized and more efficient in providing specialized services as the needs of the department continue to evolve while providing flexibility for the Deputy Chief of Police and the Chief of Police in managing the overall mission and functions of the agency.  The Accreditation Manager will report directly to the Deputy Chief of Police and/or Chief of Police.
Accreditation Manager Job duties:
· Manage the departmental accreditation process as mandated by the Arizona Law Enforcement Agency Program (ALEAP).
· Serves as the department’s representative to the Arizona Law Enforcement Association Program; and provides various presentations to <AGENCY_NAME> Officers and command staff about accreditation, policy, and other planning matters. 
· Identifies and verifies compliance with established law enforcement standards, correcting any noted deficiencies through policy, training, or other administrative measures; reviews standards and ensures the department remains in compliance; stays abreast of all aspects of the accreditation process to include proposed changes or amendments to the standards, and assesses the impact of changes on current policies and procedures. 
· Assists staff in resolving quality assurance and accreditation noncompliance issues and findings.
· Monitors measures designed to meet Commission Standards; completes, updates, and submits required reports, documents and forms pursuant to policy/procedure.
· Updates policies, procedures, and files for primary and secondary proofs of compliance.  Maintain accreditation files within the shared drive for the Department.  ALEAP standards are categorized by chapter and subchapters.
· Upload polices, procedures, and proofs to meet assessments.  Highlight portions of each item that meet the criteria for the ALEAP assessment.  Conducts regular reviews of policies and procedures to meet all current ALEAP requirements. If policies or procedures are updated or changed in any way, the assessment must be updated.
· Develop, writes, revise, and manage the department’s catalog of policies and forms to meet accreditation standards.
· Internal department inspections and audits performed per policy and procedures established.
· Prepare annual reports.
· Oversee annual Assessor reviews, coordinate and oversee mock and full onsite assessments, and attend the Commission review hearings. 
· Work is performed under the general direction of the Police Chief. 
· Attend necessary Accreditation Manager training.
QUALIFICATIONS:
Education and/or Experience: 
Associates degree in Accounting, Finance, Business Administration, Public Administration, Management, or a closely related field; and/or five (5) years of full-time administrative/management analyst experience in analytical evaluations and studies to prepare related reports and recommendations; or any equivalent combination of education, experience, and training which provides the knowledge and abilities necessary to perform the essential functions of the position in the assigned department. Considerable experience with the ALEAP accreditation process.

LICENSING, CERTIFICATION, AND OTHER REQUIREMENTS:
Possess a valid Arizona driver’s license depending on assigned department.

KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of the City’s governmental organization, City Code, policies, and procedures.
· Knowledge of the Police Department’s organization, policies, and procedures.
· Knowledge of general office procedures, methods, and equipment. 
· Knowledge of training methods and techniques appropriate to the assignment. 
· Knowledge of principles, practices, methods, materials, and equipment including personal computers, word processing, spreadsheet and data base applications, calculators, and adding machines.
· Knowledge of occupational hazards, safety precautions, and compliance requirements.
· Skill in developing and presenting training and orientation to staff. 
· Skill in using a variety of computer software to include word processing, database and spreadsheet applications.
· Skill in managing records management.
· Skill in scheduling.
· Skill in bookkeeping.
· Skill in proving customer service.
· Skill in operating a variety of office equipment, including personal computers, telephones, calculators, computer terminals, and typewriters. 
· Skill in utilizing public relations techniques in responding to inquiries and complaints. 
· Skill in communicating effectively, both orally and in writing.  
· Ability to maintain accurate records and files.
· Ability to handle multiple projects.
· Ability to prepare reports.
· Ability to establish and maintain effective working relationships with City departments and employees, state/federal/local elected officials, department heads, assigned staff, business and professional groups, other agencies, and the general public.
PAY RANGE
$47,000 – $59,369 yearly
$22.60 – $28.54 hourly
Average Starting Wage $52,914 yearly - $25.44 hourly
Prescott Pay Grade (111)
Hourly Min/Mid/Max $22.5316 – 28.1644 – 33.7973 hourly
Yearly Min/Mid/Max  $46,865.63 - $58,582.03- $70,298.44
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