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PASSED THIS 6TH DAY OF JULY, 2026. 
 

 Aye Nay Absent Abstain 
Alderman Scott Dyke _______ _______ _______ _______ 
Alderman Angelo Deserio _______ _______ _______ _______ 
Alderwoman Claudia Gazal _______ _______ _______ _______ 
Alderman Darrell Jefferson _______ _______ _______ _______ 
Alderperson Tina Oberlin _______ _______ _______ _______ 
Alderman Mark Cipiti _______ _______ _______ _______ 
Alderman Nate Albert _______ _______ _______ _______ 
Alderman Joe Kubal _______ _______ _______ _______ 
Mayor Raymond R. Soliman _______ _______ _______ _______ 

 
 

       __________________________________________ 
Christine Vershay-Hall, City Clerk 

 
 
 
APPROVED THIS 6TH DAY OF JULY, 2026. 
 
 
        

Raymond R. Soliman, Mayor 
 
ATTEST:  
 
 
        

Christine Vershay-Hall, City Clerk 
 
 
 

 
 
 
 





Position: A/V & FOIA Specialist     Status: Exempt
Department: Police Department     Last Updated: 7/6/2026  

Salary Range: $61,878 – $81,903

General Purpose: The purpose of the Audio Visual & FOIA Specialist position is to maintain all video and 
audio footage, including, but not limited to Police Department audio/video arrest and booking room 
audio/video, squad car in camera audio/video, and body worn camera audio/video. The incumbent will also 
provide assistance to the Records Supervisor and Deputy Chief of Operations with assistance with all 
Freedom of Information (FOI) requests.    

Supervision Received:
The A/V & FOIA Specialist works under the immediate supervision of the Deputy Chief of Operations.  

Supervision Exercised:
None.   

Duties and Responsibilities: 

The A/V & FOIA Specialist shall have the following duties:

(A) Maintain proficiency in FOIs by completing and passing the annual FIOA Officer training as 
required by the Illinois Attorney General and attend continuing education (online or in-person) 
as it relates to FOIs

(B) Remain knowledgeable and updated on any laws and/or regulations relating to FOIs and its 
requirements such as, but not limited to, the Law Enforcement-Worn Body Camera Act (50 
ILCS 706), Freedom of Information Act (5 ILCS 140/1), and the Illinois Attorney General’s 
Binding PAC Opinions regarding FOIs

(C) Interpret and properly apply exemptions and redactions concerning all FOIA requests
(D) Listen to different levels of audio volumes and quality with the ability to discern multiple voices 

during chaotic scenes for proper redactions
(E) Understand the rules of evidence and chain of custody including being able to testify and 

appear in court as deemed necessary
(F) Process record systems such as Motorola P1Records, BEAST Evidence Management System, 

and DACRA, etc. 
(G) Regular maintenance, monitoring, and editing of Police Department audio/video footage
(H) Coordinate with management and City staff on completing essential projects by established 

deadlines
(I) Respond accurately and timely to questions and inquiries from the general public, attorneys, 

and City staff regarding assigned work
(J) Reliable and regular attendance is required 
(K) Ensure adherence to local, state and federal regulations and codes.
(L) Any and other duties, as assigned.
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Minimum Qualifications

Education and Experience:

Associate Degree. 
A minimum of 2.5 years of professional level, related work experience or equivalent combination 
of related education and experience is required, with 4+ years’ combined experience preferred. 
Proven work experience as a FOIA Officer, video editor, audio or video production, or similar role 
is preferred.

Knowledge, Skills and Abilities:
Knowledge and understanding of the Crest Hill Police Department Policy and Procedure involving 
the handling of evidence, both digital and physical.
Excellent analytical and technical skills.
Strong organizational, clerical, time management, and customer service skills.
Ability to apply critical attention to detail to ensure accuracy in recording and reporting data.
Ability to prepare reports and properly maintain and organize office files and records.
Ability to use discretion, good judgment, and maintain confidential information.
Ability to view and listen to graphic and disturbing content.
Ability to communicate effectively both verbally and in writing. 
Ability to apply common sense understanding to carry out detailed instructions, make responsible 
decisions, prioritize multiple tasks, and work independently to meet deadlines.
Ability to enhance relations with coworkers and the public with a professional demeanor, 
sensitivity, and tactfulness.
Ability to visually inspect assigned projects.
Ability to read printed materials.
Ability to hear and verbally communicate in person and before groups.
Ability to, on occasion, lift, carry materials and objects up to 35 pounds.

Physical Demands and Working Conditions:

Tools & Equipment, Physical Demands, Working Conditions
Tools and Equipment:
The following list of tools and equipment is a representative and not necessarily all-inclusive inventory of 
items needed to successfully perform the essential job duties:
Telephone, facsimile, photocopier, printer, document scanner, personal computer, calculator, audio/visual 
equipment, motorized vehicles and equipment, common hand and power tools, and mobile radio.

Physical Demands:
The physical demands described below are representative of those that must be met by an employee to 
successfully perform the essential job duties.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential duties.
While preforming the duties of this job, the employee is regularly required to sit for extended periods of 
time, possess average ordinary visual acuity necessary to prepare or inspect documents or operate office 
equipment, talk reach with hands and arms, walk, run, drive, climb and descend stairs, bend, crouch, lift 
and/or move up to 40 pounds.  Frequent and regular movements are required using wrists, hands, and 
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fingers to feel, handle, or operate equipment, tools, or controls.  Effective audio-visual discrimination and 
perception to make observations quickly and accurately, correctly identify red, yellow, blue, and green, 
distance and peripheral vision, depth perception and the ability to adjust focus is also required.  Hearing 
must be sufficient for average or normal conversations, to understand verbal direction, and to detect 
abnormal equipment operation and alarms.

Working Conditions:
Work activities are conducted in an office environment and in the field with noise levels usually normal.  
Work is required both indoors and outdoors in the inspection of existing buildings and construction sites.  
Work occasionally occurs near moving mechanical parts in cold, hot, wet, humid, and dark conditions.  
Employees working in this capacity are occasionally exposed to fumes or airborne particles, toxic or 
caustic chemicals, with risk of electric shock and vibration.  While performing the duties of this job 
employees will be required to stand, talk, hear, use hands and fingers to handle, feel, or operate objects, 
tools, climb ladders, kneel, crouch, and bend regularly.  Sufficient visual acuity, adequate hearing and 
speaking ability is required.  This position routinely uses standard office equipment including computers, 
phones, photocopiers, filing cabinets, adding machines, and fax machines.

-

Disclaimer:
The above statements are intended to describe the general nature and level of work being performed and 
are not intended to be an exhaustive list of all responsibilities, duties and skills which may be required. 
The position also requires meeting the essential requirements of the Physical Demands and Working 
Conditions, with or without reasonable accommodation.

_________________________________________________
Department Head Date

_________________________________________________
Asst City Administrator/HR Director              Date

_________________________________________________
City Administrator Date


