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CITY OF
WATERTOWN  POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working
conditions. It indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principal
duties and responsibilites enumerated are all essential functions except for supplemental duties and responsibilities.
Supplemental duties are described beginning with the word "May." This job description is not intended to limit or modify the right
of any supervisor to assign, direct and control the work of employees. Nothing contained herein is intended or shall be
construed to create or constitute a contract of employment between any employee or group of employees and the City. The City
retains and reserves any and all rights to change, modify, amend, add to, or delete from any section of this description as it
deems, in it's judgment, to be proper.

DATE: June 24, 1995
REVISED: July 10, 1998
REVIEWED: June 23, 2009
REVIEWED: February 11, 2020
REVISED: April 20, 2021
Title: Clerk/Transcriptionist Department: Police Department FLSA Status: Nonexempt

General Summary:

This is an administrative position which performs typing and routine clerical duties within the Watertown
Police Department.

Reporting Relationships:

Under the direct supervision of the Investigations Sergeant. Responsible for clerical and office duties
involving the support of the administrative function of the department. Refer more complicated matters to
supervisors. Work of a confidential and sensitive nature.

Specific Accountabilities:

1. Operate a standard PC with a good understanding of Microsoft Office Suite of programs to
prepare a variety of dictated or handwritten material from rough drafts, corrected manuscripts,
reports, legal documents, telephone transcripts, etc. in a timely fashion.

Provide routine information from records in response to telephone or personal inquiries.

Initiate routine correspondence, forms, and reports in accordance with procedure.

Assist in checking and verifying department records.

Operates office equipment such as a calculator, cash register, and copy equipment, printer, and
"FAX" machines.

Maintain files of correspondence, forms, records, reports, and other materials.

Responsible for maintenance of transcribing equipment.

May assist other personnel in Support Services Bureau.
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Reguired Knowledge, Skills and Abilities:

Graduation from High School (or HSED equivalent) with major course work in office occupations with one
(1) year of office experience and an equivalent combination of education and experience which provides

the following knowledge, abilities, and skills:

Working knowledge of business English, spelling, and correspondence formats.

Working knowledge of current office practices and procedures.

Ability to type rapidly and accurately at a speed of not less than fifty (50) words per minute.

Ability to operate office equipment and word processor (computer automated software and

peripheral equipment.)

Ability to understand and follow instructions.

Good working knowledge of, and the ability to maintain filing systems.

Ability to establish and maintain effective working relationships with coworkers, and to tactfully

deal with the public.
Ability to effectively work under stressful conditions.



New

CITY OF
WATERTOWN POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working conditions. It
indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principle duties and responsibilities
enumerated are all essential functions except for supplemental duties and responsibilities. Supplemental duties are described beginning
with the word "May." This job description is not intended to limit or modify the right of any supervisor to assign, direct and control the work
of employees. Nothing contained herein is intended or shall be construed to create or constitute a contract of employment between any
employee or group of employees and the City. The City retains and reserves any and all rights to change, modify, amend, add to, or delete
from any section of this description as it deems, in its judgment, to be proper.

DATE: August 15, 2023
REVIEWED:

Title: Investigations Specialist Department: Police Department FLSA Status: N/A

General Summary

This is a full time position in the Investigations Division of the Police Department. This position is responsible for the
performance of moderately complex and varied clerical duties in the Investigations Division along with being responsible for
the performance of complex and varied duties within the department’s property/evidence room. This position coordinates
the online sale of city property for all city departments and disposes of abandoned property through online auction.

Reporting Relationships:
Under the direct supervision of the Investigations Sergeant, however, from time to time may receive supervisory direction

from other departmental supervisors.

Specific Accountabilities:
Administrative Responsibilities

1. Work with Investigations staff, other department personnel, and the public.

2. Maintain Investigative files, forms, records, reports, correspondence, and documentation.

3. Provide Investigative files and other information to other agencies, including District Attorney Offices, and
Human Services departments through the use of various electronic delivery systems.

4. Provide routine information from investigative files and records in response to telephone, fax, e-mail, and
personal inquiries.

5. Updates department computer records management program to record when records are sent to the District
Attorney, Human Services or any other agency or entity.

6. Provide copies of videos, DVD's, digital photos and other digital media as needed in response to discovery
requests from the District Attorney’s Offices, record requests and court requests for information.

7. Assist department typists with the typing of dictated police reports as directed.

8. Aid the public at the records service window as needed.

9. Track and document Domestic Abuse and Burglary statistics.

10. Prepare, coordinate, and track bi-annual sex offender verification.

11. Report non-compliant sex offenders to the Wisconsin Department of Justice for follow up.

12. Perform property validations for items listed in national databases as stolen.

Property — Evidence — Sale of Unused or Abandoned items

1. Maintain accurate record of all evidence/property transactions and dispositions, via the property computer
software system.

2. Transfer evidence/property from temporary to permanent storage locations.

Maintains chain of custody once evidence enters the department’s property system.

4. Research reports, reviews public records, utilizes the Wisconsin TIME system and other sources of
information to determine status of cases and owners of property; attempt to locate owner, utilizing all
resources available; send letters, respond to and follows court orders, and complete property release forms
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necessary for the disposal of property; return property to owners; and update records and computer
systems to reflect disposal.

5. Gather, classify, store, and prepare abandoned and seized property for city auction, donation, destruction,
or department use. Coordinate destruction or disposal of abandoned and seized property. Update records
and computer system to refiect disposal.

6. Follow Federal, State, and local laws and ordinances as they pertain to the disposal or return of property.
Follow department and City policy as it pertains to the disposal of property and maintenance and
safekeeping of public records.

7. Regularly sell old, outdated, or unused city property utilizing Wisconsin Surpius Auction for all City of
Watertown Departments except the Fire Department. As part of this process prepare photos, descriptions,
and postings for the sale of said property. Coordinate with Wisconsin Surplus Auction and buyers in regard
to the transfer of property or issues which arise through the sales process.

8. Ensure that evidence is transported or transferred to appropriate agencies such as the State of Wisconsin
Crime Lab, Wisconsin Department of Hygiene Lab, or Wisconsin Department of Justice when necessary.
Prepare Wisconsin Crime Lab Transmittal form for the Wisconsin State Crime Lab or Request for Forensic
Examination/Transmittal of Digital Evidence Form for the Wisconsin Department of Justice - Division of
Criminal Investigation.

9. Transfer counterfeit U.S. Currency received in the property room to the United States Secret Service.

10. Make copies of evidentiary videos, DVD’s, digital photos, and other digital media as needed for safekeeping
as evidence, public records requests, court and district attorney’s office requests.

11. Access the squad video server to ensure the transfer of squad video from marked patrol units to the server.
Regularly maintain and reset the server when downloading or video transfer issues occur. Follow through
with officer requests to save video for evidence and transfer video from the squad server to safekeeping in
evidence.

12. Ensure proper evidence labeling and packaging guidelines are followed.

13. Conduct evidence/property inspections and audits as directed and required by policy to insure adherence
to department policy and procedure.

14. When mandated complete a property inventory of all property/evidence in possession of department.

15. Coordinate with detectives, patrol officers and other agencies on evidence/property.

16. On at least a weekly basis empty the drug drop box in the police department lobby. Secure the drugs from
the drug drop box and coordinate bi-monthly sorting and packaging of the drugs from the drug drop box to
be disposed of through the State of Wisconsin — Department of Justice.

17. identify and mitigate adverse property room conditions such as vermin, insects and water or sewage leaks.
Regularly check equipment such as freezers, heating and ventilation systems, locks and other property
room equipment to ensure it is working properly and identify when repair or replacement is necessary in
order to maintain evidence and property safekeeping.

Required Knowledge, Skills, and Abilities:

The ability to perform work that is confidential in nature and tasks that are subject to review for accuracy and completeness.
Graduation from high school or HSED equivalent, plus work experience and an equivalent combination of education,
experience, and training which provides the following knowledge, abilities, and skills:

- Excellent written and oral communication skills.

- Ability to effectively communicate with others in person, by telephone, or in electronic format.

- Working knowledge of modern office practices and procedures.

- Ability to establish and maintain effective working relationship with all levels of personnel within the department
and other City Departments, as well as with personnel of the District Attorney’s office, Human Services, the City
Attorney’s office, Watertown Municipal Court, and other law enforcement agencies as appropriate.

- Knowledge of the National Crime Information Center (NCIC) and the Criminal Information Bureau (CIB) criminal
history systems, and the departments records management system.

- Maintain TIME system certification.

- Knowledge of property/evidence room procedures, packaging, and general procedures.

- Knowledge of records retention laws and retention requirements of public records.

- High degree of proficiency in computer skills, including: word processing, desktop publishing, database, and
spreadsheet programs such as Word, Excel and Adobe.

- High degree of proficiency in creating and maintaining filing and records systems.
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- Ability to effectively manage multiple tasks with minimal supervision.

- Ability to work varied work hours if needed.

- Good knowledge of local, state and federal laws, ordinance, policies, guidelines and court rulings pertaining to the
disposition of evidence and property.

- Previous court, paralegal, or law enforcement experience is desirable.

- Valid Wisconsin Driver’s License.

- Perform other administrative office duties as requested.

- Ability to understand and follow instructions.

Work Conditions and Physical Requirements:
- Ability to lift 40 pounds above shoulders.
- Work at offsite evidence/property facility may include exposure to elements.

Employee Acknowledgement: Date:
Print

Signature
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