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Cty of Anaheim CLASSI FI CATI ON\:
Cl ass Specification POLI CE RECORDS SPECI ALI ST/ MATRON
DEFI NI TI ON:

Under noderate supervision, to performthe duties of a Police Records Specialist and, in
addition, to performthe duties of a matron, including the physical searching and caring
for fermal e prisoners and suspects and/or provide support to the Detention Facility.

EXAMPLES OF DUTIES: Dependi ng upon area of assignnent, responsibilities and duties nay
include, but are not limted to, the foll ow ng:

To perform all duties and responsibilities as outlined in the class specification for
Pol i ce Records Specialist I/11.

Assists the public over the counter in accepting bail and answering questions.
Prepares court paperwork on all in custodies.

Runs record check on each person detained/in custody.

Types conplaints on all m sdeneanor filings.

Assists Detention Oficers with the rel ease of prisoners.

Monitors canmeras for the south nman trap door and public entrance; controls
openi ng/ cl osi ng of public entrance.

Escorts female prisoners to cells and tel ephones; remains with and observes fenale
prisoners while being fingerprinted and phot ographed.

Recei ves and physically searches fenale prisoners in accordance with State and | ocal
i nstructions.

Cares for and check safety of fenale prisoners while in cells.
Admi ni sters medication to fenale prisoners.
Searches and wires fenal e operatives with comuni cati ons equi pnent.

M N MUM REQUI REMENTS:

Experience in: Perfornming varied journey-|evel police record keeping and other clerical
wor K.

Know edge of: Modern office equipnent and procedures; filing procedures (alpha and
nureric); English wusage, spelling, grammar and punctuation; basic math; teletype
procedures, rules and regul ations; police termnology and |aw enforcenent codes; police
record keeping procedures; telephone procedures and etiquette; appropriate procedures
for the care of female prisoners; appropriate safety precautions and procedures.

Ability to: Read, understand and apply difficult materials; maintain filing systens;
operate nmicrofilmfiche retriever, optical disk filing system CLETS/ NLETS teletype
system operate a typewiter keyboard with accuracy; perform a full range of police
records duties; speak clearly and distinctly; work with a high level of interruption;
perform a full range of matron duties involving fermale prisoners and juveniles; serve
the public by telephone and at a public counter in situations which may be stressful;
under stand pertinent procedures and functions quickly and apply them wi thout inmediate
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supervi sion; establish and maintain effective relationships with those contacted in the
course of work.

NOTE: I ncunmbents of positions in this class are frequently exposed to conmunicable
di seases while searching and caring for female prisoners.
Positions in this class nust be occupied by femal e i ncunbents.

I ncumbents may be requested to acconpany officers into the field to perform nmatron
duti es.

Positions in this class are assigned to varied work shifts and varied days off.
Supervi si on Recei ved: Depending upon area of assignments, works under technical

supervi sion of the Police Records Supervisor or the Senior Detention Oficer who gives
instructions and periodically reviews work in progress and conpl et ed work.

Career Ladder |nformation: Experience gained in this class nay serve to meet ninimnmm
requi renents for pronotion to Senior Police Records Specialist.

Not e: Positions in this class are to be phased out. As vacancies occur they will be
filled at the Police Records Specialist /11 level. This class will only be used for
upgr ade.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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