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POLICE CLERK

FC:  CE125                                                                 PC:  028

PG:  Police Clerk                                                                                      BU:   21

                                                                                   Revised:  October 8, 2004

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 a variety of routine to difficult clerical and general office support to the District Police Department including typing, filing, word processing and record keeping duties; and performs related duties as assigned.

CLASS CHARACTERISTICS

Police Clerk is a journey level clerical class, fully competent to perform a variety of clerical duties, often of a sensitive or confidential nature.  Work is often performed under limited supervision, but in the presence of fairly clear guidelines from which to make decisions and with available supervision in non‑routine circumstances.  This class is distinguished from Senior Police Clerk in that the latter performs the more technical police office support work.

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. Copies, collates and distributes police reports and other documents. 
2. Types correspondence, forms, police bulletins, orders and reports from drafts and corrected copy.

3. Proofreads and checks typed material for accuracy, completeness and correct English usage. 

4. Provides factual assistance and information to public regarding police procedures and activities. 

5. Issues District parking permits and maintains employee vehicle records. 

6. Enters and retrieves data from a confidential law enforcement computerized records system. 

7. Receives cash, prepares receipts, and maintains records. 

8. Receives, classifies and releases property; organizes and maintains office files. 

9. Enters and retrieves police related information on word processing equipment. 
10. Maintains general and confidential files. 

11. Maintains supply inventory. 

12. Operates copy reproduction equipment, opens and distributes mail and orders office supplies. 

13. Handles telephone inquiries; performs records checks.

QUALIFICATIONS

Knowledge of:
Office procedures and practices including filing and the operation of standard office equipment. 

Basic business arithmetic.

Correct English usage including grammar, spelling and punctuation.

Law enforcement terminology, office organization and basic operational principles. 

Basic business data processing input principles and the use of word processing equipment. 

Basic letter writing and the standard format for typed materials.

Skill in:  

Understanding and carrying out oral and written directions.

Making accurate arithmetic calculations.

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

Maintaining attention to detail despite interruptions.

Composing routine correspondence from brief instructions.

Preparing numerical and statistical reports. 
Maintaining complex logs and records. 

Organizing and maintaining office files; using on‑line computer for entering and accessing information.  

Operating word processing equipment; using initiative and sound independent judgment within established guidelines.

Prioritizing work and coordinating several activities.

Communicating tactfully and effectively with the public.

Typing accurately at 50 net words per minute from printed copy.

MINIMUM QUALIFICATIONS

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

Two (2) years of (full-time equivalent) verifiable general clerical or office assistant experience.  Experience which will have provided a knowledge of law enforcement terminology and office procedure is desirable.

License or Certificate:

A typing certificate issued within the last six (6) months verifying the ability to type accurately at a speed of 50 net words per minute within a five minute timed writing with ten (10) or less errors.
Other Requirements:
Must possess a valid California driver’s license and have a satisfactory driving record.

Must be able to type at a speed of 50 net words per minute.

Must be physically able to lift and carry up to 25 pounds.

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

WORKING CONDITIONS

Environmental Conditions:
Office environment; exposure to computer screens.

Physical Conditions:
Requires maintaining physical condition necessary for walking, standing or sitting for 

prolonged periods of time; and lifting and carrying.
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