Volunteer Services

At the Pinole Police
Department, we take value in
the importance of the
volunteer positions.
Volunteers at the police
department have always been
an integral part of the city
staff. Not only is it a great
way to get involved and get
experience in the police
department, but it also is a
great way to become engaged
with your community.

FjFollow us on Twitter:

@PinolePD

880 Tennent Ave
Pinole, CA, 94564

www.ci.pinole.ca.us

Volunteer Services



Join the Volunteer Team!

A well-qualified candidate will possess office or customer service experience. Computer skills
with knowledge of MS Office (Word, Excel) are very helpful. One must also be highly attentive
to details. Confidentiality is of the upmost importance and having the ability to represent the
Pinole Police Department well to those who contact the office by phone or in person. Finally,
having a willingness to commit to a schedule.

To become a team member come into the police department for an application or call Sergeant
Matt Wallace at 510.724.8932. Once the application is received a selection process may
include an interview with Pinole Police support staff and/or sworn officers. A background
check will also be required.

Velunteer Duties at thie Police Department

Data Entry examples of helping the citizens that come in

- to the Police Department.
Assisting records team when needed to help

with logging Traffic Citations in the entry Computer Knowledge

ey seudaise il i Having some knowledge of Microsoft office, in

Making copies of the police reports order to assist with projects.

Complying with multiple report requests Filing
from report recovering agencies, i.e.

. . Filing is one of the many responsibilities at
insurance companies.

the Police Department. We need files placed
Answering telephone calls on shelves in numerical order and “drop file”
loose documents into matching files. Also,

Receive and assist with incoming phone calls. there are times the files are requested and

Assisting with Citizens pulled to make copies of the reports.
Payments for these copies must be processed
and receipts issued for payments before
mailing the copies out.

Greet citizens at the lobby window and
decipher their needs. Assisting citizens in
making a report, obtaining a copy, ticket sign-
off, and vehicle release are just a few



