
 

                   

 
 

JOB DESCRIPTION 
 
 
 
POSITION:             Tribal Law Enforcement Director 
DEPARTMENT:            Coyote Valley Law Enforcement Agency  
REPORTS TO:                   Tribal Administrator and Tribal Council 
SALARY RANGE:   $56,150 TO $66,560 Annually  
EFFECTIVE DATE:            6-27-19 
 
 
JOB SUMMARY 

As the department head of the Coyote Valley Law Enforcement Agency, the Law Enforcement 
Director reports to the Tribal Council and Tribal Administrator. The Director is responsible for 
administration of the department and its Community Service Officers. The Director must be 
responsive to the needs of the Tribal community and will perform varied and routine non-sworn law 
enforcement duties in support of Law Enforcement Division operations and services with an emphasis 
on traffic support, evidence processing, community outreach, and information collection. Prior 
experience as a police officer and/or POST certification is NOT required. 

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES  
 
1. Hires, trains, and supervises department employees. 
2. Participates in grant management, and the scheduling of officers and training for the 

department. 
3. Responsible for the supervision, scheduling and implementation of Tribal community property 

and building security patrols. 
4. Responsible for the development and submission of policies and procedures to the Tribal 

Administrator and Tribal Council. 
5. Assists law enforcement personnel of the BIA, U.S. Department of Fish and Wildlife Service, 

National Park Service, and State and local agencies as required. 
6. Enforces traffic and parking ordinances. 
7. Investigates non-injury and minor injury traffic accidents. 
8. Interviews witnesses and takes statements. 
9. Prepares accident reports. 
10. May direct vehicular and pedestrian traffic control. 
11. Patrols reservation in radio car and on foot. 

 



 
 

 
 
 
 

12. Issues citations. 
13. Serves subpoenas. 
14. Takes less complex police reports. 
15. Assists in the investigation of fraud and forgery as appropriate. 
16. Coordinates and organizes community outreach activities such as crime prevention, 

neighborhood watch groups, public safety awareness, etc. 
17. May process, store, and release evidence and other personal property, as needed. 
18. Assists in the maintenance of Law Enforcement vehicles. 
19. Administer first aid in emergency situations. 
20. Establish and maintain positive working relationship with tribal and community members, other 

tribal entities, and community and neighborhood groups. 
21. Maintains a professional, courteous demeanor under adverse, difficult, and confrontational 

situations. 
22. Responsible for department performance evaluations. 
23. Prepares and maintains department budget and cost control measures. 
24. Responsible for payroll cost control and adhering to purchasing policies and procedures and 

guidelines. 
25. Reads and understands various maps. 
26. Schedules appointments. 
27. Performs relief clerical duties. 
28. Work unsupervised as a solo unit in responding to emergencies. 
29. Perform other duties as assigned. 
 
MINIMUM QUALIFICATIONS 
 

           High School diploma or equivalent. 
 Possession of a valid California driver License. 
 CPR and First Aid Certified. 
 Guard Card or Law Enforcement background. 
 5 years of Supervisory or Managerial Experience. 
 Learn the applicable laws, ordinances, and policies. 
 Communicate effectively both orally and in writing. 
 Must be able to work all shifts. 
 Must be of good integrity, honest and trustworthy. 
 Experience working with Tribal Communities. 
 
           DESIRED QUALIFICATIONS   
 

1. Supervisory and/or management experience in security or law enforcement. 
2. Observe accurately and remember names, faces, numbers, incidents and places. 
3. Think and act quickly and appropriately in emergencies, and assess situations and people 

accurately. 
4. Learn, understand and interpret laws and regulations. 
5. Prepare accurate and grammatically correct written reports. 
6. Learn standard broadcasting procedures of a police radio system, as needed. 
7. Establish and maintain cooperative working relationships with those contacted in the course of 

work. 



 
 
8. Ability to analyze situations and adopt effective courses of action. 
9. Must be able to work all shifts, weekends and holidays. 
10. Work rotating shifts and overtime if needed.  
 
 
 
LANGUAGE SKILLS 
Ability to communicate effectively both written and orally.  
 
REASONING ABILITY 
1. Must have the ability to deal effectively and interact well with the tribal members and 

employees. 
2. Must have the ability to resolve problems/conflicts in a diplomatic and tactful manner. 
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an Employee 
to successfully perform the essential functions of the job.   
The Employee is also regularly required to stand; walk; sit; and use hands to finger, handle or feel 
objects, tools or controls.  In addition: 

1. Bend or stoop repeatedly and continuously. 
2. Sit for periods of up to 8-12 hours continuously.  
3. Stand for an extended period of time. 
4. Climb ladders, fences or walls which require lifting arms above shoulder level and 

working at heights greater than 10 feet. 
5. Walk over rough, uneven, slippery or rocky surfaces, and possibly walk for extended 

periods of time. 
6. Hear alarms, screams, breaking glass or other suspicious and unusual noises. 
7. Smell hazardous chemicals and/or unusual odors. 
8. See clearly in both eyes with full color perception. 
9. Move heavy objects and lift at least 50 pounds for distances of up to 50 feet. 
10. Work in extreme weather conditions. 

 
CERTIFICATES, LICENSES, REGISTRATIONS 

- Possession of a valid Class C California Driver’s License. 
- No California felony convictions. 
- Have normal hearing with not over 15% loss in either ear. 
- Have corrected 20/20 vision in both eyes with full color perception. 

 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an Employee 
encounters while performing the essential functions of this job. The noise level in the work 
environment is usually moderate to loud. When on the casino floor, the noise levels increase to loud. 
Must be able to work in an intense environment where a high degree of concentration is necessary to 
perform the required job duties. 
 
OTHER  
1. Must pass pre-employment drug testing and background investigation. 
2. Preference in filling vacancies is given to qualified members of the Coyote Valley Band of 

Pomo Indians Tribe or qualified Native American candidates in accordance with the Indian 
Preference Act (Title 2, U. S Code Section 472 and 473) and the Indian Self Determination Act 



 
 

(Public Law 93-638).  The Coyote Valley Law Enforcement Agency is an equal opportunity 
employer. The Coyote Valley Tribal Office is also committed to achieving full equal opportunity  
 
 
 
 
 
 
without discrimination based on race, religion, color, sex, national origin, politics, marital status, 
physical disability, age or sexual orientation.  All information shown as representations of 
current conditions is subject to change.  No guarantees are expressed or implied.  The Coyote 
Valley Tribal Operations are an “at will” employer. 

3. Must be sensitive to the needs of the Indian community, their culture and traditions. 
 

 
 
I understand my job description and agree to abide by the terms stated within it. 
 
 
 
_______________________   _________________________ 
Employee Signature    Date 


