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CHARACTERISTICS OF THE CLASS 
 
Under the supervision of the Records Supervisor, performs responsible and complex 
work of a highly specialized nature pertaining to public records requests.  Provides 
direction, coordination and control of personnel under their command, assuming 
responsibility for the performance of those members, and maintaining quality standards.  
Work also involves 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 Records Supervisor for decision. 
 
EXAMPLES OF DUTIES   
 
Coordinates the day to day activities of personnel; compiling, redacting, and 
researching requested documentation. 
 
Reviews all internal and external public records requests and assigns them.  
 
Ensures that the requestor receives an acknowledgement, and reviews all 
correspondence to be sent to the requestor.   
 
Properly log/document request.  Monitor timeline and status of request.   
 
Reviews all documents responsive to the request for accuracy and compliance. 
 

Responsible for establishing and maintaining a comprehensive filing system. 
 
Approve, or deny, all requests and memos submitted by subordinates. 
  
Prepare performance evaluations on subordinates. 
 

Prepare special statistical reports, as requested. 
 
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. 

 
Excellent knowledge of Chapter 119, Florida Statutes governing release of public 
records. 
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B. Essential Requirements of the Position 

 
Ability to effectively communicate with the public, other agencies, and staff. 
 
Ability to multi-task and prioritize work assignments.  

 

Skill in operating office equipment.   
 
Knowledge of Internet software, Microsoft and word processing software.  

 
Ability to complete accurate work under extreme stress. 
 
Ability to keep good records and coordinate staffing. 
 
Ability to effectively supervise a specialized clerical staff, along with daily work 
assignments and duties. 
 
Time management, organizational, and problem solving skills. 
 
Ability to effectively and courteously interact with the public and fellow members.    

 
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.  
 


