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CHARACTERISTICS OF THE CLASS 
 
Under the general direction of the Bureau Commander, performs responsible and complex 
work with considerable administrative responsibility, requiring the supervision of a large 
clerical staff.  Work involves assisting in the planning, assigning, and reviewing of work of 
a staff of subordinate members in a clerical section with full responsibility under general 
supervision for processing and maintaining a large number of records.  Work also involves 
assisting and relieving superior of related management details, and performing highly 
specialized and technical activities.  A member in this classification may be held 
responsible for the proper performance of the assigned supervisory or technical activities 
of the division and makes independent work decisions based on experience and 
knowledge, but refers the more difficult policy or procedural questions to the Bureau 
Commander for decision.  Work is assigned and reviewed through conferences with 
superior, observations or the effectiveness of the work program and through periodic 
reports and statements. 
 
EXAMPLES OF DUTIES 
 
Performs specialized and complex duties and functions as supervisor of a large size 
clerical staff. 
 
Ensures adherence to proper procedures within the Records Division. 
 
Plans, organizes, and directs the overall operation of a computer aided records system. 
 
Responds to personnel grievances in accordance with established procedures. 
 
Prepares the annual budget for the Records Division. 
 
Performs duties of Records Custodian, including testifying in Court. 

 
Supervises the preparation of time records and payroll. 

 
Trains and supervises members in a section; reviews work and assigns duties of 
subordinates; assists and advises subordinate clerical members in such activities as public 
record requests, and the maintenance and retention of police generated reports. 

 
Relieves superior of administrative detail by advising members of policies and procedures, 
maintaining correspondence, preparing reports, as well as budget preparation. 

 
Participates in Sheriff’s Office recruitment and community relation activities as directed. 

 
Performs related duties as assigned or required. 
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QUALIFICATIONS 
 
A.   Training and Experience 

 
Graduation from a standard high school or possession of a GED certificate, 
Bachelor’s degree preferred, supplemented by courses in business practices, and 
seven (7) years experience in clerical work, including supervisory training or 
experience; three (3) years experience using data processing equipment and 
demonstrated computer literacy; or an equivalent combination of training and 
experience.  Consideration for this position will require a credit check. 

 
B.   Essential Requirements of the Position 
 

Extensive knowledge of modern office business equipment and computer 
operations, practices, and procedures. 
 
Knowledge of state statutes, laws, ordinances, and requirements related to the field 
of Records management. 
 
Considerable knowledge of the computerized Criminal Justice System. 
 
Ability to learn and operate the following:  ACISS, CJIS, AS/400, Personnel 
Computer, video booking. 
 
Ability to complete accurate work under extreme stress. 
 
Skill in conducting employee training classes. 
 
Extensive knowledge of laws governing procedures encountered in office 
responsibilities. 
 
Extensive knowledge of the principles of office management and supervision, and 
the ability to apply these principles to office operations. 
 
Extensive knowledge of business English, spelling, and arithmetic. 
 
Knowledge of the policies, procedures, rules and regulations governing the 
operations of record management, retention, and destruction. 
 
Ability to plan, organize, and supervise the work of a staff of clerical and other 
subordinates in a manner conducive to full performance and high morale. 
 
Ability to develop effective office and field work procedures and clerical training 
programs. 
 
Ability to react quickly and calmly, and to direct and coordinate the work of 
subordinates in an emergency. 
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Ability to promote and maintain effective internal and public relations. 
 
Ability to prepare operating and statistical tabulations and reports, and the ability to 
make difficult arithmetical computations accurately. 
 
Ability to provide information correctly and concisely; orally and in writing. 
 
Inter-personal skills. 
 
Time management 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.  


