
ESSENTIAL JOB DUTIES AND/RESPONSIBILITIES 

The following duties are normal for this position.  The omission of specific statement of the duties 

does not exclude them from the classification if the work is similar, related, or a logical assignment 

for this position.  Other duties may be required, assigned and expected aside from those set forth 

below to address operational needs and changing operational practices. 

JOB IDENTIFICATION 

Job Title: Pay Grade: 

Department: FLSA Status: 

Location: Reports to Position: 

Effective Date: 

JOB SUMMARY 



QUALIFICATIONS 

Education and Experience Guidelines 
Any combination of education and experience that would like provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities required for this position 
would be:      

 Education and Training 

 Experience 

Licenses or Certification Required 

The following generally describes the knowledge and abilities required in order to successfully 
perform the assigned duties of the position: 

 Knowledge of: 



Ability to: 

APPROVAL/ACKNOWLEDGEMENT 

_____________________________________  _____________ ______________
Department Head      Title            Date 

_____________________________________  HR Director  ______________ 
Human Resources Director         Title          Date 

_____________________________________ City Manager  ______________ 
City Manager            Title     

____________________________________________________ 

Date 

______________
Incumbent Employee Printed Name and Signature      Date 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  In compliance with the Americans with Disabilities Act, 
the City encourages both prospective and current employees to discuss potential accommodation 
needed to perform the essential duties of this position. 

 Environment:   

Physical Demands:   See Accompanying Page

 Key Working Relationships:   



Rare 
0%-10%  

of the time 

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

LIFT/CARRY 

1-10 lbs 

 11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

PUSH/PULL 

1-10 lbs 

11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

MOVEMENT 

Bend/Stoop/ 
Twist 

Crouch/ 
Squat 

Kneel/Crawl 

Reach Above 
Shoulders 

Reach Below 
Shoulders 

  Repetitive 
Arm Use 

Repetitive 
Wrist Use 

Repetitive 
Hand Use 

a) grasping

b) squeezing

Climb 
Stairs/Ladder 

Uneven 
Walking 
Surface 

Even Walking 
Surface 

PHYSICAL REQUIREMENTS –  
Rare 

0%-10%  
of the time

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

EQUIPMENT USE & OPERATION 

Motor Vehicle 

Heavy Equipment 
(Backhoe, dump 

truck) 

Large Apparatus 
(Fire Truck, Street 

Sweeper) 

Small Equipment 
(Mower) 

Handheld 
tool/equipment 

(tamps, weed 
eaters, shovel) 

WORK WITH/NEAR 
Machinery 

Electricity 

Power Tools 

Impact Tools 

Chemicals 

Fumes 

Heights 

ENVIRONMENT 
Indoors 

Outdoors 

Extreme Heat 

Extreme Cold 

Dusty 

Excessive Noise 

Other (explain) 

ENDURANCE 
Task Hours at One Time Total Hours in an 8 Hour Day 

Sit 

Stand 

Walk 

HEARING/VISION/DEXTERITY 
N/A AVERAGE LOW 

Hearing Acuity

Visual Acuity  

Manual dexterity 

Additional Considerations (including clarification of any of the 

above) 


	Pay Grade: EAP07
	FLSA Status: Non-Exempt
	Location: Public Safety Building
	Reports to Position: CID Lieutenant
	Effective Date: 10/01/2022
	JOB SUMMARYRow1: Within limits prescribed by law and departmental policies and procedures, exercise initiative and substantial judgment in performing the full range of evidence property storage and record keeping activities. Work is performed with little supervision, and work direction is received from the Criminal Investigations Division Special Services Lieutenant. 
	Ability to: Maintain confidentiality, prioritize work assignments, and work independently.Communicate effectively with persons of diverse backgrounds.Compile and maintain accurate records.Operate a City vehicle skillfully and safely.Understand verbal and written instructions, and to perform and complete work assignments correctly.Maintain property central records in accordance with departmental standard operating procedures.Establish and maintain effective working relationships with officers, other employees, and the general public.Perform work requiring moderate physical exertion.Perform mathematical computations with speed and accuracy.Properly use modern office equipment.Work in constant state of alertness and in a safe manner.
	Date_2: 
	Date_3: 
	Date_4: 
	Total Hours in an 8 Hour DaySit: 4
	Hours at One TimeStand: 1
	Total Hours in an 8 Hour DayStand: 2
	Hours at One TimeWalk: 1
	Total Hours in an 8 Hour DayWalk: 2
	undefined_3: applicant must pass a background investigation to include Criminal History review from NCIC. 
	Essential Duties: Accepting, cataloging, safeguarding, storing, producing as required for court, returning to the legal owner, or otherwise legally disposing of all property coming into the custody of the Phenix City Police Department. This does not include property actually owned by the Police Department. Approximately two-thirds of all property taken in is evidence required for criminal cases. Other categories of property accepted include the safekeeping of found property, property no longer needed as evidence or for further investigation, contraband, serological evidence, and property confiscated for forfeiture proceedings.  Property received in this unit includes: cash, jewelry, rifles and guns, various weapons, general property of every description, evidence related to homicides and other crimes, and vehicles. All property coming into and leaving the Property and Evidence Unit is subject to strict legal constraints. Evidence property is regularly signed out for presentation to criminal court.
	Essential duties 2: Property that can be legally returned to its rightful owner is returned in a timely manner. Contraband is destroyed when it is no longer needed for a criminal case. Unclaimed general property is disposed of as designated by City of Phenix City Merit System, the Chief of Police, and the City Council. Responsible for making sure serological, drug, electronic, and other types of evidence are taken or sent to the appropriate state lab to be analyzed and then brought back to the Property and Evidence Unit and properly stored until such time as it is needed by the court. Responsible for contacting other law enforcement agencies when necessary to pick up or return property or evidence to that agency.   
	Licenses and Certs: 
	Knowledge: Inventorying, auditing, receiving and issuance of supplies.Proper policies and procedures for handling and storing evidence and property.Modern office practices and procedures.
	Hours at One TimeSit: 2
	Job Title: Property and Evidence Clerk
	Department: Police
	Education and Training: High school diploma or GED equivalent.
	Experience: Have at least one year of experience working in a warehousing and storage environment.
	Environment: Climate controlled office as well as non-climate controlled evidence storage areas
	Key Working Relationships: Police Officers, District Attorneys Office,State Lab, Personnel, General Public 
	Title:  
	Job Description: 
	B: Check Box12
	A: Check Box11
	C: Check Box8
	D: Check Box4
	E: Check Box5
	F: Check Box51
	G: Check Box52
	H: Check Box48
	I: Check Box44
	J: Check Box45
	K: Check Box75
	L: Check Box76
	M: Check Box70
	N: Check Box78
	O: Check Box79
	P: Check Box80
	Q: Check Box81
	R: Check Box99
	S: Check Box95
	T: Check Box101
	U: Check Box97
	V: Check Box103
	W: Check Box112
	X: Check Box114
	Y: Check Box26
	Z: Check Box22
	1: Check Box23
	2: Check Box24
	3: Check Box30
	4: Check Box125
	5: Check Box119
	6: Check Box127
	7: Check Box128
	8: Check Box136
	9: Check Box137
	10: Check Box131
	11: Check Box167
	12: Check Box154
	13: Check Box148
	14: Check Box149
	15: Check Box164
	16: Check Box158
	17: Off
	WA: Check Box113


