
City of Bellefontaine Neighbors Police Department 

Title: Administrative assistant to the Office of Chief of Police 
Company: City of Bellefontaine Neighbors Police Department 
Location: Bellefontaine Neighbors, MO 

Pay: $20.43 Hour – 24.42 Hour 

Perks: 

 Full Benefits Package - Medical, Vision, Dental and Life Insurance 
 City funded Lagers retirement 
 401k + Employer Matching 
 Paid Time Off and Paid Holidays 
 Optional Education Reimbursement 

Hours: 

 Full Time 
 Our offices are open Monday-Friday 8am-5pm  

Requirements: 

 High School Diploma or GED Equivalent 
 Degree in Business Administration, Management or a related area of study 

preferred or two years’ experience in related field  
 Must have own vehicle and be insured, licensed driver in current state of 

residence 
 Strong customer service/communication skills 
 Favorable result on extensive Background Check 

Essential Functions: 

 See attached detailed Job description 
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