
CITY OF TOPEKA

EMPLOYMENT OPPORTUNITY

ADMINISTRATIVE LIAISON

POLICE DEPARTMENT

The Topeka Police Dept. is seeking a progressive and critical-thinker to serve as a liaison with all media outlets and conduct specialized administrative support work for the Chief of Police. Duties will include liaison and public relations assignments with the public, media and internal customers and will coordinate responses to inquiries; coordinates training for Police Department personnel on media and public relations including media releases; promotes the image of the Topeka Police Department and employees through media channels by progressively updating websites, web pages, searching blogs, chat-rooms, and issuance of media releases in timely manner; provides integral support to senior management to include performing duties that are more of a routine nature including filing, dictation, transcription, and computer work. Minimum qualifications: Bachelor’s degree in Public or Business Administration, Communications, English, Legal Studies or a closely related field is required.  Qualified candidates will have experience in public and media relations with at least two years experience working in support of a senior level manager preferred. Must have and maintain a valid Kansas driver’s license and city insurable driving record and must pass an extensive background check.  $17.34 to $18.68 per hour DOQ. 

Applications accepted until position is filled.
CITY OF TOPEKA EMPLOYMENT APPLICATION REQUIRED.

Full position description and employment application available online at www.topeka.org/employment
APPLY IN PERSON OR BY MAIL TO:

CITY OF TOPEKA HUMAN RESOURCES,

215 SE 7TH STREET, ROOM 170, TOPEKA, KANSAS 66603.

Office hours: Monday though Friday 8:00 a.m. – 5:00 p.m.
Excellent Benefits!
· FREE Single Health/Dental/Prescription Drug Insurance
· Paid Life/Long Term Disability Insurance

· Employee Assistance Program


· Paid Vacation & Holidays

· In-house full service credit union

· KPERS 401(a) Plan 

· Short-Term Disability Insurance

· Free in-house Wellness Center, a full service fitness facility

· Computer Purchase Program

· Free parking

All new hires must successfully complete drug screening. City code requires that all new employees reside within Shawnee County (does not apply to temporary and seasonal employees).  At the time of employment they need not be a resident of the county, but shall establish residency in Shawnee County within six (6) months after the successful completion of the initial probationary period.
The City of Topeka is an Equal Opportunity Employer









