Records and Evidence Specialist

DEPARTMENT: Police

DIVISION: N/A o FPUNDED 1850
SUPERVISOR: Administrative-Sergeant

CLASSIFICATION: Non-Exempt (overtime eligible)

UNION: Yes

CONFIDENTIAL: No

POSITION SUMMARY

Receives, catalogs, stores, and disposes of evidence seized, and supports the functions of the St. Helens
Police Department. Performs a variety of office support, receptionist, clerical, secretarial, and
administrative work in support of law enforcement activities.

SUPERVISION RECEIVED
Works under the supervision of the Administrative-Sergeant.

SUPERVISION EXERCISED

None.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, but are not limited to:

Evidence Specialist

e Receives, organizes, preserves, secures, releases, and/or disposes of property and evidence.

e Maintains property and evidence records and files, including use of property/evidence management
software and paper filing systems.

e Ensures compliance with state, federal, and local policies, procedures, and regulations for property
handling/disposal.

e Coordinates the release of property upon receipt of and in compliance with property disposition
letter from case prosecuting attorney or request from case officer has been received.

e Verifies the eligibility of persons requesting the return of firearms.

e Disposes of unclaimed property in accordance with state, federal, and local policies, procedures, and
regulations.

e Maintains property room security and logbook entries, as required.

e Consolidates property disposition requests with E-Courts, case officer, the District Attorney’s Office,
and/or the City Prosecuting Attorney.

e Receives and accommodates requests from officers to view and transport property/evidence for case
management and courtroom testimony.

e Transports evidence to the Oregon State Police Crime Laboratory, or other facilities, in person or via
USPS, FED-EX, or UPS. Ensures proper completion of lab request form.

e Maintains inventories and requests orders of property storage, evidence processing supplies and
materials as needed.
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Coordinates monthly, quarterly, and annual inspections and audits of the property room with the
Property Room Manager.

Testifies in court regarding the chain of evidence and other relevant information.

Performs other related duties as assigned.

Support Specialist

Greets customers and visitors at public service window. Provides excellent internal and external
customer service. Creates a positive experience for customers through professional and courteous
behavior and creative problem resolution.

Makes data entries into the department computer system concerning all names, stolen property, and
evidence contained in the officers’ reports.

Assists in the preparation of a variety of reports and records for other agencies such as LEDS, NCIC,
Municipal Court, District Attorney’s office, and makes distribution of police reports as the preparing
Officer, or department policy directs.

Makes data entry and files all citations issued by the Officers.

Maintains the Law Enforcement Data System (LEDS), enters data into the computer, and generates a
variety of law enforcement management system reports. Operates LEDS and NCIC criminal data
information systems, performs criminal history inquiries, maintains confidential information
associated with on-going law enforcement activities for the City.

Dispatches information to officers in the field, as needed.

e Maintains the Uniform Crime Reports (UCR), archive and prepare data/statistics for the state and

federal reports.

Archives Police Department police reports per Oregon Statutes.

Provides a variety of police related information to the public and governmental agencies.

Receives incoming calls, determines nature and urgency of calls, and transfers calls to dispatch for
service as needed.

Receives requests from officers for special or specific information; follows-up with appropriate
information and relays the same back to the officer.

Provides a variety of administrative assistance as needed.

Composes a variety of correspondence, reports and other materials requiring independent judgment
as to content, accuracy, and completeness.

Establishes and maintains records systems using moderately independent judgment.

Maintains inventories and orders departmental supplies and materials.

Maintains departmental records and files.

Receives and handles cash payments from public as appropriate.

Follow all safety rules and procedures for work area. Maintains work area in a clean and organized
manner. Follow standards as outlined in the St. Helens Police Department Policy Manual.

Performs other related duties as assigned.

PERIPHERAL DUTIES

Receives the public and answer questions pertaining to property and evidence; responds to inquiries
from employees, citizens, and others and refers, when necessary, to appropriate persons.
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e Answers telephone system.

e Schedules appointments, meetings, makes reservations, and arranges a variety of conferences and
meetings, as directed by supervisors.

e Receives the public and answers questions; responds to inquiries from employees and citizens and
others and refers, when necessary, to appropriate persons.

MINIMUM QUALIFICATIONS

GENERAL

a. Must be 18 years or older at the time of employment.

b. Must possess, or be able to obtain by time of hire, a valid state driver's license without record of
suspension or revocation in any state.

No felony convictions or disqualifying criminal histories.

d. Must be able to read and write the English language.

e. Must be able to type a minimum of thirty-five words per minute, error free.

o

EDUCATION AND EXPERIENCE

a. High school diploma or GED equivalent; and

b. Two years of general office, communications, or records management experience; or
c. An equivalent combination of education and experience.

KNOWLEDGE, SKILLS, AND ABILITIES

a. Some knowledge of modern law enforcement principles, procedures, techniques, and equipment.

b. Some skill in the operation of most of the tools and equipment listed below.

c. Ability to learn the applicable laws, ordinances, and department rules and regulations; Ability to
communicate effectively orally and in writing; Ability to establish and maintain effective working
relationships with subordinates, peers and supervisors; Ability to follow verbal and written
instructions; Ability to learn the City's geography.

d. Working knowledge of computers and electronic data processing equipment; working knowledge of
modern office practices and procedures.

e. Knowledge of evidence handling practices and procedures, terminology, court proceedings, and
related documents.

f. Ability to maintain confidentiality.

SPECIAL REQUIREMENTS
None.

TOOLS AND EQUIPMENT USED

Personal computer, including word processing and specialized software, police radio, phone, -typewriter,
calculator, fax machine, and copy machine.

PHYSICAL DEMANDS
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The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to talk and hear. The
employee is required to operate office equipment, handle objects, tools, and controls.

The employee must regularly lift materials up to 30 pounds and occasionally lift and/or move more than
50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception, and the ability to adjust focus.

The employee may be occasionally exposed to biohazards or physically offensive sights and or sounds.
Appropriate Personal Protective Equipment (PPE) will be provided.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee occasionally works in outside weather conditions.
The noise level in the work environment is usually quiet to moderately noisy. At times, the collection of
evidence will require travel to and exposure from collection sites.
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EMPLOYEE ACKNOWLEDGMENT

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if the
work is similar, related, or a logical assighnment to the position.

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and requirements of
the job change.

| acknowledge that | have received a copy of the Records and Evidence Specialist job description. |
understand that it is my responsibility to adhere to the Essential Duties and Responsibilities as outlined
within this job description.

My signature below is evidence that | have reviewed and concurred that the above detailed job
description appropriately describes the work of the position, including essential job functions, the
minimum education and experience required of the position, and the physical demands of the position.

Signatures:

Records and Evidence Specialist Date

Print Name:

Administrative-Sergeant Date
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