
PINELLAS COUNTY SHERIFF’S OFFICE 

RECORDS SUPERVISOR 

JOB CODE:  30082 

REV: 10/2014        Pay Grade: N16 

 
CHARACTERISTICS OF THE CLASS 
 
Under  the  supervision  of  the  Records Division Commander, performs responsible 
and complex work of a highly specialized nature  requiring  the  supervision  and  
training of a large clerical  staff.  Provides direction, coordination and control of 
personnel under their command, assuming responsibility for the performance of those 
members.  Work  also  involves  assisting and relieving superior  of  administrative 
details and performing technical clerical  and supervisory activities.  Makes independent 
work decisions based on experience and knowledge, but refers the more difficult and  
complex  problems to the Division Commander for decision.  Work  is assigned and 
reviewed through conferences with  superior, observations of the effectiveness of the 
work program and through periodic reports. 
 
EXAMPLES OF DUTIES 
 
Supervise a large clerical staff. 
  
Carry out the duties and responsibilities of the Records Division Commander, in his 
absence. 
 
Ensure adherence to proper procedures within the Records Division. 
 
Approve, or disapprove, all requests and memos submitted by subordinates. 
 
Assure adequate supplies for the Records Division are maintained. 
 
Prepare performance evaluations on Records Division personnel as appropriate. 
 
Perform duties of Records Custodian, including testifying in Court. 
 
Promote harmonious relationships among Records Division staff and their contacts. 
 
Prepare special statistical reports, as requested. 
 
Monitor the training and progress of new Records Division staff. 
 
Assist in the preparation and coordination of annual Records Division budget. 
 
Responsible for collection, dissemination and retention of juvenile records for the 
Records Division. 
 
Assist in criminal investigations; initiate action on any special requests for information 
stored by the Records Division; prepare information of an evidential nature for 
transmittal to requesting party; testify in court in answer to Subpoenas. 
 
Respond to personnel grievances in accordance with established procedures. 
 
Handle all evidence in accordance with established procedures. 
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Observe the conduct, appearance and actions of personnel under their command and 
take or recommend appropriate measures of commendation or disciplinary action when 
necessary. 
 
Coordinates all computer problems and program changes with the Computer Section. 
 
Assist in the training of personnel. 
 
Participate in Sheriff’s Office recruitment and community relation activities as directed. 
 
Performs related work as required. 
 
QUALIFICATIONS 
 
A.    Training and Experience 
 

Graduation from a standard high school or possession of a GED certificate 
supplemented by courses in business practices.  Two (2) years supervisory 
experience, or four (4) years responsible clerical or technical experience 
preferred; familiarity in the use of data processing equipment, with demonstrated 
computer literacy preferred. Must achieve a minimum score of 75% on the 
written clerical examination.  Consideration for this position will require a credit 
check. 

 
Knowledge of Florida Public Records Law. 

 
B.    Essential Requirements of the Position 
 

Considerable knowledge of business English and spelling. 
 

Considerable  knowledge  of office practices, procedures and machines. 
 

Considerable  knowledge  of  the  computerized  Criminal Justice System. 
 

Considerable  knowledge of modern office business equipment and computer 
operations practices and procedures. 

 
Knowledge   of  state  statutes,  laws,  and ordinances. 

 
Ability to learn and operate the following:  ACISS, CJIS, AS/400, personal 
computer, video booking. 

 
Ability to supervise a large clerical staff along with daily work assignments and 
duties. 

 
Ability to complete accurate work under extreme stress. 
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Ability to work independently. 

 
Ability to keep good records and coordinate staffing. 

 
Ability to  acquire information from the judicial system rapidly and accurately. 

 
Skill in the operation of computer terminals. 

 
Skill in conducting employee training classes. 
 
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 work place. 

 
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.  


