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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under general supervision, provides complex, confidential, comprehensive administrative and/or technical functions and provides responsible office assistance in support of the District’s Police Department; and performs related duties as assigned.

CLASS CHARACTERISTICS

This class works with a high degree of independence and performs complex and difficult police office support. While the primary work is administrative/clerical in nature, positions in this class require substantial administrative expertise and apply extensive knowledge of penal codes regarding release of Police reports.  The Police Administrative Specialist is distinguished from the Senior Police Clerk in that the former applies para-professional knowledge of the principles and practices of the police administration field; assists and supports the professional staff with assignments on a regular basis and resolves problems which have a significant impact on the overall goals and activities of the department.

REPORTS TO

This position reports to the Police Support Services Supervisor.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
1. Performs independent, complex, administrative work in support of the Police Department. 

2. Serves as lead in coordinating the work of clerical support staff on a day-to-day basis under the direction of the supervisor.

3. Confirms submission of police incident reports and criminal/traffic reports and follows-up on reports not submitted; reviews police incident reports for accuracy of offense codes.

4. Processes, reviews and maintains reports and determines which need to be submitted to the Department of Justice (DOJ).

5. Acts as primary liaison to the Department of Justice and external agencies for request or provision of services.

6. Uses specialized knowledge to independently respond to inquiries received from the Department of Justice, public, other police agencies, law enforcement agencies and department personnel.

7. Compiles all information for criminal and investigative reports for the detectives and   the District Attorney’s Office in a timely manner.

8. Seals criminal records by court order; purges police records.

9. Organizes and maintains highly confidential files; types correspondence, reports and forms from drafts, notes or briefs.
10. Processes appropriate paperwork/forms related to services.

11. Proofreads and checks typed and other materials for accuracy, completeness and compliance with departmental policies and regulations.  

12. Inputs information into a confidential on-line computer system; operates standard office equipment.

QUALIFICATIONS

Knowledge of:

Department of Justice Uniform Crime Report and Monthly Arrest and Citation Register.

Law enforcement terminology.

Maintenance and security of confidential records and files in compliance with legal and Peace Officer Standards and Training requirements and Public Records Act.

Current regulations and codes relating to police record maintenance.

Legality for record release.

Principles and practices of administrative/clerical support for the day-to-day operations of a function or department.

Office management practices and procedures including the operation of standard office equipment.

Correct English usage, including spelling, grammar, and punctuation.

Basic business data processing principles and the use of on-line computer equipment.

Skill in:

Ensuring the accurate maintenance, confidentiality, and control of records.

Communicating clearly and concisely, both orally and in writing.

Exercising sound independent judgment within established general policy guidelines.
Identifying problems, providing alternative solutions, projecting consequences of
proposed actions and as directed implementing recommendations.
Prioritizing work, meeting critical deadlines and following up assignments with a minimum of direction.

Establishing and maintaining effective working relationships with those contacted in the course of duty.

Researching and summarizing various materials.

Reading and interpreting rules, policies and procedures.

Operating standard office equipment including an on-line computer system.

Maintaining  accurate records and files.

MINIMUM QUALIFICATIONS

Education:

Possession of a high school diploma, GED, or recognized equivalent.

Experience:

Four (4) years of (full-time equivalent) verifiable administrative/clerical or office assistant experience in a law enforcement environment.

Other Requirements: 

Must pass a comprehensive background investigation, which will include fingerprinting and a polygraph interview/evaluation. 
Must be able to type accurately at a speed of 50 net words per minute.

Lift and carry boxes weighing up to 20 pounds.

Must be able to work various shifts, weekends, holidays, and overtime.

Must possess a valid California driver’s license and have a satisfactory driving record.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

Requires maintaining physical condition necessary for standing, walking or sitting for prolonged periods of time; and lifting and carrying boxes weighing up to 20 pounds.
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