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FI RE RECORDS CLERK

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

This class conmprises clerical positions involving duties in
support of the fire suppression, fire prevention, training, and
alarm divisions of fire departnment operations. Empl oyees of
this class prepare warrants for supplenental pay, keep tine
sheets and other personnel records, type requisitions, and
performrelated clerical duties. This class is under the direct
supervi sion of the Superintendent of Fire as the head of the
fire service and departnmental records clerks may supervise | ower
ranki ng clerk-typi sts when assi gned.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Sorts and distributes all mil comng into the office of
Superintendent of Fire; answers the tel ephone and gives out
general information relating to fire services or refers callers
to the correct division or officer of the fire service.

Takes sick and annual |eave slips turned in by all departnent
personnel; takes time sheets fromfire conpani es going off duty
and from other divisions of the fire departnent; posts
information on individual time cards; checks time card
informati on against sick and annual |eave slips turned in;
files all records in alphabetical or numerical files as
est abl i shed by departnment policy; at end of pay period, figures
| eave totals for all departnment personnel and posts new totals
on time cards; checks payroll against tine sheets and nmakes any
corrections necessary.

Checks requi sition requests agai nst previous requisitions; gives
requests to superior for approval; types requisitions; keeps
|l og on all requisitions.

Types warrant and certification for state supplenental pay;
keeps records necessary for state supplenental pay.

Takes fire <conpany daily reports and reviews them for
conpl et eness, accuracy, and adherence to departnmental policy;
returns deficient reports to fire conpany officers; checks
reports to see if any equi pment is out of order and calls repair
personnel or notifies designated superior.

Takes injury reports; checks for conpleteness and accuracy;
fills in office section of such reports and forwards them to
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supervisor; copies and files such reports according to
establ i shed departnent policy.

Takes tickets for all gasoline and diesel delivered to stations
and logs information; checks information in |og against bil
for products and certifies information before turning this over
to other office personnel for paynent; on a nonthly basis,
checks all central garage receipts for accuracy and types
requi sition; checks purchase orders against receiving report
and certifies for paynent; checks excess mleage on fire
prevention vehicles and submts request for paynment after
approval by superi or.

Takes recei pts and makes paynments from petty cash, follow ng
procedures to replenish fund when necessary.

Trai ns subordi nate clerical enployees assigned; supervises work
perfornmed by subordinate clerical enployees.

Files such other records and reports as are required,;
researches files for information to answer questions from
aut hori zed personnel; gives out information or copies of
reports as authorized; enters all information on personnel and
other related records into conputer by use of typewiter
keyboard i nput.

Perforns other class related duties as assignhed.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenents nust be net before
application closing date.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After conditional offer of enploynment, but prior to beginning
work in this class, nust participate in and successfully
conpl ete and pass, at the designated time and place, a drug test
and medi cal exam nations which directly correlate to essenti al
job duties of the position, with or without accommodati on. Such
tests and exam nations shall be prepared and adm ni stered under
the direction of the Appointing Authority and Jefferson Parish
Gover nnment .

Must not be | ess than ei ghteen(18)years of age.
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Must possess a valid driver’s license.

Must have a high school diploma or a valid certificate of

equi val ency issued by a state departnment of educati on.
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