

Des Moines Police Department
City of Des Moines, Washington
RECORDS SPECIALIST
Regular, Full-Time
Salary:		$3,413/mo. + Benefits

To Apply:	Submit City Application and $15 Administrative Fee in person or by mail only no later than 4:00 p.m. on January 25, 2013, to:
		City of Des Moines
		Attn:  Civil Service Commission
		21630 11th Ave. So., Suite C
		Des Moines, WA  98198

Mailed Applications must be postmarked no later than 4:00 p.m. on January 25, 2013.  Faxed or emailed Applications will NOT be accepted for this position.

The Des Moines Police Department is currently establishing an Eligibility List for Records Specialist.  Applicants must be a minimum of 18 years of age, pass exams as mandated by the Civil Service Commission and the Des Moines Police Department, including extensive background check and polygraph test, and meet the additional minimum requirements below at the time of application.

JOB DESCRIPTION

Bargaining Unit:  City Labor Group; Governed By Civil Service

Nature of Work:
The Records Specialist is the main clerical support for the Police Department.  Specialists provide the processing and initial distribution of departmental reports, maintain an up to date records system, and maintain office supply inventories.  Specialists interact with the public and provide information and dissemination of records, within guidelines.

Job Duties & Responsibilities:
Performs clerical functions which include, but are not necessarily limited to:
Types and files case reports, follow-up investigation reports, and other reports as required.
Makes the proper distribution of all report forms, memorandums, incoming and outgoing mail.
Accepts records and distributes bail moneys.
Processes concealed weapons permit applications, including taking fingerprints, and properly processes and distributes moneys received.
Processes and files pawn slips.
Greets and assists the public, in person and on the telephone.
Makes records entries in computer data bases.
Transcribes recorded records to written form.
Performs other duties or handles other projects as assigned by the Chief of Police or his designee.

Knowledge Skills and Abilities:
Ability to establish and maintain cooperative working relationships with other city officials, state and federal authorities, civic leaders and the general public.
Ability to become thoroughly familiar with the policies, procedures, rules and regulations of the department dealing with all matters that come within the area of responsibility.
Ability to understand and execute moderately complex oral or written directions, and to prepare clear and comprehensive reports.
Ability to maintain confidentiality of information and to restrict the use of such information to work duties.
Good working knowledge and understanding of the principles of administration and modern record keeping techniques.
Ability to learn, understand and operate modern office equipment 
Must type a minimum of 45 words per minute. 

Education and Experience: 
Must be a high school graduate or have a GED equivalent. 
Three years of continuous work experience in administrative or clerical position is preferred, but not mandatory.

Working Conditions:
Work is performed in an office setting.  Occasional travel to off-site locations is required.  Hand-eye coordination and fine-manipulation skills are necessary to operate computers and a variety of office machinery.  The position also requires the ability to speak and hear to exchange information, the ability to sit for extended periods of time, and the ability to bend and stretch to retrieve and maintain files and records. 
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