
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: EAP-4
	FLSA Status: Non-Exempt
	Location: Public Safety Building
	Reports to Position: Records Supervisor
	Effective Date: 06/01/2023
	JOB SUMMARYRow1: Under general supervision answers multi-line telephone, directs calls or takes messages, assists visitors and provides information regarding reports and/or records procedures;  codes and processes various reports and enters information into NCIC database;  creates electronic files of accident reports and issues reports to citizens upon request. Verifies SID and FBI numbers against arrest records and forwards to appropriate agency;  maintains files and retrieves documents as needed, documents and updates logs, periodically purges files, compiles information and prepares routine reports as directed;  issues and accepts applications for taxi permits and renewals;  runs driver license check to verify issuance of license or renewal and performs additional duties in support of the department as needed or upon request.
	Ability to: Read and comprehend slightly complex administrative material.  
Write including grammar, style, syntax and spelling to produce clear written material.  
Compose routine letters, memoranda and related office documents.   
Verbally communicate with co-workers and provide general information to the public.  
Perform simple financial calculations and solve numerical problems.  
Access Spillman system to retrieve information.  
Interact with the public and other agency representatives.  
Carry out written and oral instructions.  
Establish and maintain effective working relationships with City staff and the general public. 
Work under general supervision where standard practice enables duties to be performed alone referring questionable cases to supervisor.
	Date_2: 
	Date_3: 
	Date_4: 
	Total Hours in an 8 Hour DaySit: 7.5
	Hours at One TimeStand: 1
	Total Hours in an 8 Hour DayStand: 4
	Hours at One TimeWalk: .25
	Total Hours in an 8 Hour DayWalk: 1
	undefined_3: 
	Essential Duties: Answers multi-line telephone, directs calls, takes messages or provides callers with information.  
Assists customers at window by providing directions and obtaining information regarding reports.  Receives payment for reports issued, prepares and issues receipts.  
Assists officers by retrieving records or other information needed for court or case preparation.
Receives and processes incident/offense reports by documenting NCIC/UCR code and entering information into computer database.  
Enters information on stolen property into national database.  
Processes arrest reports and forward electronic file to state reporting agency.  
Processes felony and misdemeanor arrest reports, assigns code according to offense. 
Processes and files Barred from Housing documents.
	Essential duties 2: Receives and processes UTC tickets and obtain driver history reports for court hearings.  
Obtains necessary information from customers regarding reports requested and retrieves copy of report from files to provide citizens.  
Requests and verifies identification to ensure requesting customer is authorized recipient.  
Issues reports to include accident reports along with SR13, incident and offense reports, explains procedure and collects report fee.  
Issues incident reports to victims for use in signing warrants with court system.  
Receives “mail-in” request from insurance companies for reports; copies and forwards to requesting agency.  
Searches computer database and records to obtain criminal history reports; forwards to appropriate personnel.
Maintains file of outstanding warrants, traffic citations and incident/offense reports, arrest reports and accident reports.  
Maintains file of DUI case information to include arrest reports and blood alcohol test results.  
Maintains files of traffic and non-traffic transmittals.    
Maintains log of criminal history checks.  
Documents and maintains file of vehicle impound records; conducts search on VIN of abandon vehicles to identify owners.
Updates and maintains files of Daily Readings.  
Searches and retrieves criminal/driver history reports from computer files and forwards to Municipal Court.  
Periodically purges files and stores in archive files and monthly Statistical Report detailing accidents, fatalities, citations and other information and forward to Office Manager.
	Licenses and Certs: Valid Identification from State of Residence.
	Knowledge: Office procedures and methods to include reception, records management and document production and use of standard office equipment.  
Administrative requirements of Police Department and Court system.    
Skills to produce text or numerical documents including letters, correspondence, memoranda or statistical reports.  
Word processing, spreadsheet and database software; keyboarding skills to enter and produce accurate typewritten or word processed documents, forms and reports.  
Knowledge of the Records office operations and procedures.  
	Hours at One TimeSit: 2
	Job Title: Records Clerk
	Department: Police
	Education and Training: Have (1) year post high school training in business technology.  
	Experience: Two (2) years increasingly responsible office experience.
	Environment: Indoor office environment
	Key Working Relationships: Supervisor, Police Staff, coworkers and Citizens.
	Title: 
	Job Description: RECORDS CLERK
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