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 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: January 25, 1996

Revised: July 10, 1998
Reviewed: November 28, 2005
Reviewed: June 23, 2009
Reviewed: March 18, 2021

Reviewed: February 11, 2020
Revised: December 20, 2022

Revised: July 21, 2023
Title: Police Records-Clerk Specialist Department: Police FLSA Status: Nonexempt

General Summary:

The Police Records Clerk Specialist performs confidential work which involves receiving, filing,
maintaining, and releasing records related to criminal justice activities within the police department in
accordance with open record laws and department policy. Work involves substantial phone usage,
computer work, and front counter assistance to officers, the public, and other city staff.

Reporting Relationships:

The Police Records Slerk Specialist reports to the Assistant Chief of Police.

Specific Accountabilities:

1. Compiles, processes, and maintains accurate files of a variety of information including, but not limited
to police reports, juvenile records, traffic citations, correction notices, parking citations, and crash reports.
2. Professionally answers telephone calls, emails, and walk-ins requesting records information or refers
them to the appropriate individual.

3. Receives open records requests and works in coordination with the Assistant Chief of Police to
gather and prepare information in response to the requests.

4. Maintains the department’s court calendar by notifying officers of appearance and cancellation
requests for municipal and criminal court.

5. Effectively operates office equipment such as a computer, cash register, copier, and FAX, in addition
to familiarity with moderately complex software such as CIS, NexLog MediaWorks, and Axon to fulfil
digital media requests.

6. Acts as the TraCS administrator by accepting, transmitting, and archiving forms.

7. Assists in the preparation of special reports for licensing and other city functions as required.

8. Receives and documents monetary payment for open records, parking citations, warrants, and other
daily activities.

9. Assists with the duties of the Community Service Officer during his/her absence.

10. Schedules retention and destruction of files and documents in accordance with state statue.

11. Answers general questions from citizens and others that visit the police department, in addition to
fielding basic complaint information to assist dispatch with non-emergent complaints.



Required Knowledge, Skills and Abilities:

Graduation from high school or HSED equivalent, four years of clerical or administrative support
experience related to law enforcement/government or any combination of education and experience
which provides the following knowledge, skill, and ability:

Ability to maintain complex filing systems

Working knowledge of modern office practice and procedures

Ability to operate office equipment and word processing equipment

Ability to effectively utilize and operate department and city computer systems and programs

Ability to navigate and use the internet to access records and information as necessary

Ability to perform routine bookkeeping tasks

Ability to make minor decisions in accordance with department policy and procedure

Ability to understand and follow instructions

Ability to establish and maintain effective working relationships with coworkers and tactfully deal
with the public

Good working knowledge of business documents including grammar, spelling, and
correspondence formats

Ability to gain considerable knowledge of ordinances, statutes and laws pertaining to open
records

Physical Reguirements:

Continuously requires vision

Occasional exertion of up to 20 pounds

Work frequently sitting

Work occasionally standing, walking, stooping, kneeling, crouching, and lifting

Ability to hear, speak, and write English

Reasonable accommodations requested by qualified individuals with disabilities will be made in
accordance with the American with Disabilities Act of 1990 (as amended)
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