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DEPARTMENTAL RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e cl erical positions, the primary
duties are recei ving and processi ng departnent records and reports of
activity. The incunmbents of this class performroutinetyping and
filing duties, answering tel ephones, and enteringrecordsintothe
departnent conputer, inadditiontoenteringinformationin departnent
files and retrieving suchinformation as required. The enpl oyees of
t his class performroutine duties i ndependently, and report to and have
work reviewed by the Police Chief.

EXAMPLES OF WORK

Exanmples | i sted belowareillustrative only. They are not i ntended to
include all duties which may be assigned, neither are they intendedto
exclude other duties which may be | ogical assignnents to this class.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to established procedures;
corrects errorsinrecords and reports or returns themfor correction.
Processes or fil es records accordi ng to departnent procedures. Fills
out all forns or records required or assignedtothis position. Reads
graphs, charts, manual s, records, reports, or rel ated depart ment
docunent s and conpi | es dat a needed for reports. Conpil es and organi zes
dat a needed for reports.

Opens, sorts, and di stributes incomng mail for the departnent or for
the Chief's office as directed. Processes outgoing mail and
i nt erdepartmental correspondence. Pl aces tel ephone calls for the Chief
as directed. Answers any tel ephone calls comnginon assignedlines
and handl es routi ne matters, or transfers caller foll owi ng depart nment
pr ocedur es.

Fil es correspondence, cards, forms, records, or reports. Retrieves
i nformati on or docunents fromthe files. Qperates a conputer term nal,
tel etype, or copying nachine, in order to enter or retrieve
i nformation.

Transcri bes reports and/or correspondence.

Assists in the accounting of noney and assets of the departnent.
Di sburses supplies and equi pnent as needed.

Perforns any rel ated tasks assigned.
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QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents |isted bel ownust be net
by the filing deadline for application to the test.

Must meet all requirenments of the Municipal Fire and Police Civil
Service Law, including passing a Civil Service Exam nation for the
position.

After of fer of enpl oynent, but before beginningwork inthis class,
must pass a nedi cal exam nation prepared and adm ni stered by the
Appoi nting Authority, designedto denonstrate good heal t h and physi cal
fitness sufficient to performthe essential duties of the position,
with or without reasonable accommodati on.

Must have a hi gh school diplonma or avalidcertificate of equival ency
i ssued by a state departnment of educati on.

Must present acertificateverifyingthe ability totype 40 words per
m nut e.

Must be at | east 18 years of age.
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