


city of san luis obispo 
     Code:  130
  September 1997PRIVATE 

JOB TITLE:  Police Records Clerk I

GENERAL STATEMENT OF DUTIES:

To process, maintain, and update police records and reports; and to research records and provide requested information to law enforcement personnel and the public as appropriate. Positions in this job class are assigned to work within a police department setting and are required to type crime reports which may contain extremely unpleasant or offensive material. In addition, employees in this job class are responsible for maintaining the confidentiality of highly sensitive information in strict compliance with established codes, rules, and regulations.  Employees in this job class perform the more routine tasks and duties while learning the more complex procedures, rules, and regulations.  This job class functions at an entry level of classification.  As knowledge, background, and skills increase, promotion to the next higher level of classification may be reasonably expected.

SUPERVISION RECEIVED:
Employees in this classification receive close supervision within a framework of well-defined policies and procedures.

ESSENTIAL FUNCTIONS:

· Types/word processes arrest, crime, and other reports and documents from rough copies or cassettes; proofreads report; assures accurate spelling, proper punctuation, and grammar.

· Processes, distributes, and files arrest, crime, disposition, and other reports/documents as appropriate; enters data into computer system; makes and labels copies; obtains and includes relevant supporting documents/forms.

· Accurately type at a rate required for successful job performance.

· Copies and releases requested reports as appropriate in compliance with established confidentiality rules and regulations; collects appropriate fees.

· Maintain the confidentiality of highly sensitive information.

EXAMPLE OF DUTIES:

(Any one position may not include all of the duties listed nor do all the listed examples include all tasks which may be found in positions of the class.)

· Answers telephone and provides counter assistance to the public; provides a variety of information regarding services, permits, releases of records, etc.

· Processes permit applications; collects fees, sets up files, enters information into computer system, receives and logs fingerprint cards.
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· Processes gun registration and sex/drug/arson registrants; checks appropriate information; issues/receives appropriate forms; maintains accurate records.

· Researches, maintains, and logs a variety of documents, statistics, and information as required by the City and other government departments/agencies; reviews crime and arrest reports and other documents and records appropriate information.

· Learns the proper procedures, rules, and regulations for entering and retrieving information on the California Law Enforcement Telecommunications System (CLETS).

· Distributes, files, purges, and destroys criminal history information using guidelines set by Department  of Justice and the Police Department.

· Balances cash to cash register tape as assigned; may process Department bills and issue payment vouchers.

· Performs related duties similar to the above in scope and function as required.

EMPLOYMENT STANDARDS:

Special Requirements:

· successful completion of a background investigation.
· successful completion of P.O.S.T. Certified Records Clerk Training Class within six months.

Knowledge of:

· proper English usage, grammar, punctuation, vocabulary, and spelling.

· basic office methods, procedures, and practices.

Ability to:

· learn and strictly follow the regulations, procedures, and policies related to the maintenance, release, and processing of police records, reports, and information.

· learn the proper procedures, rules, and regulations for entering and retrieving information on the CLETS.

· work within a police department setting to include the typing of extremely unpleasant or offensive material.

· perform basic clerical work with speed and accuracy.

· understand and follow both oral and written instructions.

· use tact and poise in dealing with the public.
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· operate standard office equipment/machines such as copier, typewriter, computer, and word processor.

· maintain a variety of records and files.

· effectively and tactfully communicate in both oral and written forms.

· work different shifts/assignments as necessary.

· establish and maintain effective work relationships with those contacted in the performance of required duties.

EDUCATION AND EXPERIENCE:
1. High School diploma or G.E.D.

2. One year of clerical experience;

or

an equivalent combination of education and experience.

3. Word-processing speed of net 40 w.p.m. at hire.  But must be able to type at net 55 w.p.m. within six months of hire.

This classification is part of a series (level of related classifications).  Employees in classifications which are part of a series shall have the opportunity to advance within the series to the highest working class.  Such advancement shall be based on their attainment and demonstrated performance of the required knowledge, skills and abilities, and/or required certification, and the recommendation of the department head.
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