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	The Seattle Police Department

invites applications for





	
	RECORDS FILES UNIT MANAGER
(MANAGER 2, GENERAL GOVT)
ADVERTISED INTERNAL / EXTERNAL           JOB #2011-00807


	

	Job:
	RECORDS FILES UNIT MANAGER

	Status:
	Full Time

	Shift:
	Day

	Filing Dates:
	Sunday June 26, 2011 to Tuesday July 12, 2011 (closes at 4PM)

	Salary:
	$35.38 to $53.07 per hour

	Location:
	Seattle Police Department Headquarters
610 Fifth Avenue

	


POSITION DESCRIPTION:

The Seattle Police Department is seeking a Police Records Manager to effectively and efficiently lead a team of 38 dedicated professionals.  The Records Section is comprised of the Public Request Unit, the Records Team, Auto Records Team, the Criminal History Team, and two warehouse employees.  The position is responsible for leading, managing, assessing, designing, implementing and monitoring the release and retention of police records in accordance with departmental, City, and State policy. This position reports directly to the Chief Administrative Officer.

JOB RESPONSIBILITIES:
· Effectively and efficiently manage the work activities of records management workforce through continuous process improvements while providing leadership, strategic direction, and motivation of staff.

· Plan, develop, revise, administer and implement records related policies and procedures in accordance with Departmental, Federal, State, and Local laws.

· Research, recommend, and implement new law enforcement records management systems and operational efficiencies

· Serves as a liaison with other internal/external departments and agencies, while building positive working relationships with subordinates, associates, police personnel, and other law enforcement agencies, City personnel, and the general public.

· Manage departmental security access to external law enforcement databases

· Serves as Records Retention/Destruction Co-Coordinator for the department to ensure proper retention and destruction of records in accordance with policies

· Insure adherence to departmental, state, and local rules for Public Disclosure Requests.

· Resolve complex, sensitive, legal and confidential law enforcement records related issues

· Assist in the formulation of unit’s bi-annual budget                                                                            OVER >>>>>>>>>>>   
QUALIFICATIONS:
Required Qualifications:  
The equivalent of a bachelor’s degree in Criminal Justice, Public Administration, Police Science, or related field or additional qualifying experience.  Three to five years’ management-level experience in a police or criminal justice records system, including effective management and supervision of staff in a team environment with demonstrated innovative approaches to achieving efficiencies and results. Demonstrated experience and knowledge of Public Request Act in a law enforcement environment. Knowledge of federal, state, and local law enforcement operations and functions and the impact on police records operations.

Desired Qualifications:  
Extensive comprehension of criminal justice/law enforcement systems.  The most competitive candidates will have experience in criminal justice, legal field, or related experience.
ADDITIONAL INFORMATION:
A conviction history will be required for candidates selected for this position.

A background check will be required for candidates selected for this position.

ABOUT THE DEPARTMENT

The Seattle Police Department is a great place to work. With roughly 1,800 employees, it is big enough to meet and work with a variety of people, while small enough that you will get to know many of your co-workers. Working for the City of Seattle offers a very generous retirement and benefits package that includes medical, dental and vision. 
Seattle Police enjoys a national reputation for excellence; known for our training, and our support for technology and innovation. Our Department is one of only a few agencies our size to be nationally accredited and adheres to the high standards set by CALEA. 
HOW TO APPLY:  Apply online at http://www.seattle.gov/jobs. A computer is available for use to complete an on-line application and is located at the Personnel Department, Seattle Municipal Tower, 700 5th Avenue, Suite 5500, Seattle, WA 
 98124-4028.                                                                                                                                                                       JOB #2011-00807
The Seattle Police Department is an Equal Opportunity Employer that Values Diversity in the Workforce


