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RECORDS SPECIALIST

KIND OF WORK:  This is responsible clerical work involving the maintenance of comprehensive law enforcement records and information files and the performance of related clerical functions.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class performs specialized work involving the ability to perform moderately complex clerical functions in maintaining an effective law enforcement information records system.  Work is performed under minimal supervision of a Records Supervisor. An employee in this class may work a rotating shift.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Maintains a wide variety of law enforcement information and identification files and records; compiles information and prepares reports for State and Federal law enforcement agencies; types bulletins, reports, records and correspondence; posts dispositions; codes and files accident, offense and arrest reports; searches files and provides information to authorized individuals; enters data through operation of computer terminal; reviews data for accuracy and completion; processes attachments, warrants and subpoenas received from court and forwards to officer responsible for serving; operates computer terminal to inquire on arrests and to enter, modify or cancel warrants; enters data and maintains records on seized funds and property, asset and evidence control, uniform issues and impounded vehicles and fleet management; collects monies from the public for copies of incident and accident reports; provides customers with information and assistance; answers telephone, provides information and assistance, takes messages, or refers to appropriate personnel; processes applications for press passes, cab drivers and private investigators; verifies and checks case numbers, warrants and records on suspects; files offense reports, warrant cards and mug shots; processes criminal histories on gun permit applicants; maintains records of receipts for gun permit fees; enters permit information; assists in the training of new personnel; designs and creates forms and spreadsheets; processes requisitions; maintains records of impounded vehicles; receives deliveries; processes Youthful Offender orders; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Some knowledge of the practices and procedures involved in maintaining comprehensive information and identification files; ability to learn the rules and regulations governing the maintenance and disbursement of law enforcement records; ability to research files, gather information and communicate findings; ability to type 35 words per minute; ability to follow complex oral and written directions; ability to make minor decisions in accordance with laws, regulations and prescribed procedures; ability to establish and maintain effective working relationships with superiors, other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, including or supplemented by course work in typing and a minimum of one year's clerical experience, preferably in a law enforcement or related agency; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a current Certification of Proficiency from the Mobile County Personnel Board certifying the ability to type a minimum of 35 words per minute.  Must be willing and able to accept shift work.
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