
BOROUGH OF LEONIA 

ADMINISTRATIVE ASSISTANT TO THE CHIEF OF POLICE 

 

 

ADMINISTRATIVE ASSISTANT to the CHIEF of POLICE (Full-time) – LEONIA BOROUGH, Bergen 
County, NJ, is hiring a full-time Administrative Assistant in the Police Department on or about 
September 1, 2020.  The Assistant must exercise initiative, confidentiality, independence, and 
mature judgment in performing assigned routine activities. The responsibilities of the position 
include, but are not limited to, performing varied types of clerical work involved in the 
administration of the Police Department.  In addition, the position includes assisting with the 
fulfillment of OPRA and Discovery requests, processing of payroll, vendor billing, processing 
permit applications and issuing permits, filing, interfacing with the public via phone and in person, 
as well as other duties as assigned by the Chief of Police.    Applicants must be detail-oriented 
and possess excellent customer service, written and oral communication skills. Proficiency in 
Microsoft Office Word and Excel is essential. The applicant must pass a comprehensive 
background investigation and must possess a valid NJ driver’s license.  

Send cover letter with salary requirement, resume, and completed employment application to 
Andrea Wardrop, Borough Administrator    via email to  awardrop@leonianj.gov  by Thursday, 
August 6, 2020.  The Borough of Leonia is an Equal Opportunity Employer. 
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