Job Description: Police Clerk
Nature of Work
This is responsible clerical work of some complexity and variety in the Police Department.

Work involves responsibility for police records and clerical office functions requiring knowledge of departmental procedures. Work involves responsibility for the maintenance of records and files; entering computer data and completion of related reports; and provisions of general clerical support. Work is performed under general supervision within the framework of established procedures, policies, rules and regulations. 

Examples of Essential Job Functions

The police clerk updates arrest records, case reports, accident reports, traffic tickets, business lists and parking tickets using manual records and a computer terminal; verifies and cross checks information before entering records; locates missing data for inclusion and ensures accuracy and completeness of information prior to entering into appropriate records and files; prepares monthly statistics.
The police clerk assists the public by searching files, reports and other records, providing information in accordance with departmental policies and procedures. The clerk assist in the processes of Freedom of Information public records requests; prepares and transmits information to courts as required; notifies officers and witnesses of court dates; and
prepares records for officers to take to court.

The police clerk maintains permanent records and files, and appropriate correspondence files; files records, documents and related materials; searches databases for information requested. The police clerk responds to inquiries in person or by telephone; answers questions, supplies copies of reports or directs public to the proper department or agency; contacts other agencies for information; and receives money in payment of parking tickets and ordinance violations.

The police clerk promotes and maintains responsive community relations as part of the job.


Requirements of Work

Graduation from high school, including courses in office procedures; some
clerical experience, preferably in a police department or other public agency or security firm, or any equivalent combination of training and experience that provides the following knowledge, abilities and skills:

Knowledge of business English usage, grammar, structure and punctuation.

Knowledge of standard office practices, procedures, equipment and clerical
techniques.

Knowledge of the methods and equipment used in computerized data entry.
Some knowledge of the operations, rules and regulations pertaining to the field of criminal justice, and especially law enforcement.

Ability to file numerically, alphabetically and chronologically.

Ability to research files and logically organize information.

Ability to distinguish confidential material and apply departmental standards for
security and privacy.

Ability to communicate clearly and effectively, both orally and in writing.

Ability to operate a computer terminal.

Ability to maintain effective working relationships with other employees and the
public.

Ability to maintain records and to prepare reports from those records.

Skill in the operation of devices using alphanumeric keyboards.

Skill in the use of standard office equipment, including the typewriter or word
processor, copier, postage machine, fax machine and telephone.

Skill in the use of computer hardware and software to include Microsoft Office products.

Ability to follow safe working procedures.

Hours: 5-9pm Monday – Friday
Hourly rate of pay: $12.00 
