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CHARACTERISTICS OF THE CLASS 
 
Under the  direction  of  the Records Division Commander, performs work  of  
considerable  difficulty involving planning, organizing and operating  an  automated  
records  management system during a particular  shift.  Responsible  for  scheduling 
and coordinating work flow,  assisting specialists in report production and establishing 
and maintaining quality standards. 
 
EXAMPLES OF DUTIES 
 
Plans, organizes directs and controls the overall operation of a computer aided records 
system during a particular shift. 
 
Schedules and coordinates work flow; assists Records Specialists in  report production 
and in establishing and maintaining quality standards. 
 
Analyzes  production data and procedures, identifies problem areas and recommends 
corrective action. 
 
Reviews  report entries for accuracy in factual information, spelling,  grammar,  
punctuation  and  proper  Uniform Crime Reporting (UCR) code entry. 
 
Ensures that Florida Crime Information Center (FCIC) entries and inquiries are correctly 
processed and disseminated. 
 
Responsible  for   coordinating with the Computer Services Division any  hardware  or  
software problems within the A.R.M. system 
 
Responsible  for  A.R.M.  personnel administration and guidance. 
 
QUALIFICATIONS 
 
A.    Training and Experience 
 

High school diploma or GED, including, or supplemented by, clerical related 
courses. Two years experience as a Records Specialist or other supervisory 
experience is preferred. Minimum typing speed of 45 wpm and a clerical written 
test with a minimum score of 85% is required. Essential skills include a good 
knowledge of grammar, punctuation, spelling, basic formatting and telephone 
communication skills. Consideration for this position will require a credit check 

 
B.    Essential Requirements of the Position 
 

Comprehensive  knowledge  of  automated  records  management system 
operations, responsibilities and policies. 
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Good  knowledge  of  standard  criminal  investigative techniques. 
 

Considerable  knowledge  of  FCIC entry and inquiry requirements. 
 

Considerable knowledge of UCR system. 
 

Ability  to develop effective office procedures and clerical training programs. 
 

Ability  to  effectively  supervise  a  specialized clerical staff. 
 

Ability  to  provide  information  accurately and concisely, orally and in writing. 
 

Considerable  skill  in spelling, grammar and punctuation as used in the report 
review process. 
 
Inter-personal skills. 
 
Time management, organizational, and problem solving skills.  
     
Ability to perform all functions of the job classification without posing a direct 
threat to the health or safety of other individuals in the workplace. 

 
This list of functions, duties, responsibilities, and skills is not intended to be all-
inclusive and the employer reserves the right to assign additional functions and 
responsibilities as deemed necessary.  


