O ass Code: E13

Cty of Anaheim Classification
Class Specification POLI CE RECORDS SUPERVI SOR
DEFI NI TI ON:

Under general supervision, to serve as a working shift supervisor over a records unit
to develop work procedures of the unit; and to perform the nore conplex records and
report preparation duties; and supervise the front counter operations of the Police
Depart nent .

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

Makes work assignnents, sets priority for, trains and reviews the work of records unit
and front counter personnel

Conduct s perfornmance eval uations.

Recommends di sci pline of subordi nate enpl oyees.

Devel ops weekly schedul e of rotational work assignnents of personnel assigned to shift.
Est abl i shes standards of perfornmance for each position supervised

Expl ains policies, procedures and objectives of the unit to staff by witten directive
and by oral conmunications.

Devel ops and i npl emrents division policies and procedures.

Devel ops staff devel opment prograns.

Devel ops work procedures and forms, as assigned, inplenenting upon approval of manager
Ensures accurate nmi ntenance of the Records Managenent System (RVB) and Fil enet.

Tr oubl eshoots and corrects problens with the Records Managenent and Fil enet systens and
coordinates the resolution of nore difficult problens and nodifications with the Systens
Speci al i st.

Perforns the nore difficult work of the unit.

Conpiles a variety of statistics and periodic reports.

Perforns the full range of records clerical duties assigned to positions in the class of
Pol i ce Records Specialist.

As assigned, nmintains and nonitors program accounts affecting division purchasing
activities and/or prepare and nonitor the Records Bureau budget.

As assigned, schedules and nonitors the training activities of the bureau

As assigned, coordinates the records storage, release, sealing and destruction functions
of the bureau

As assigned, coordinates activities related to the transfer of police records naintained
on the nmanual systemto the conputerized Records Managenent System

As assigned, works with conputer system consultants in developing data entry progranms
and procedures.

As assigned, develops and inplenments procedures and training manuals related to the
conput eri zed Records Managenent System

Perforns other job-related duties as required

M NI MUM REQUI REMENTS:

Experience in: Progressively responsible experience performng police records clerica
work to include sone | ead experience
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Know edge of: Modern office equipnent and procedures; English usage, spelling, gramar
and punctuation; basic math; advanced record keeping nethods; basic principles of
supervision and training; rules of alpha and nuneric filing; teletype procedures, rules
and regul ations; police termnology and |aw enforcenent codes; tel ephone procedures and
etiquette; the Records Managenent System and Fil enet operations; conputer operations.

Ability to: Mai ntain accurate records and files; effectively operate and assess and
troubl eshoot problens associated with the Records Managenent System and Filenet; define
problens and recomend effective alternatives; read, understand and apply difficult
materials; proofread and detect errors in records processing work; establish office
procedures and record keeping systens; understand pertinent procedures and functions
quickly and apply them w thout inmmediate supervision; speak clearly and distinctly;
mai ntain records of budgetary expenditures; prepare clear, concise and easily understood
narrative and statistical reports; conpose nenos and office procedures; operate a
typewiter keyboard and/or conputer termnal wth accuracy; perform a full range of
police records clerical duties; serve the public by tel ephone and at a public counter in
situations which may be stressful; plan, schedule, nake work assignnents, set priorities
for, and train, evaluate, select and recommend di scipline of subordinates; establish and
mai ntain effective relationships with those contacted in the course of work.

NOTE: Positions in this class represent the full working supervisory |evel
Positions in this class are assigned to varied work shifts.
I ncunbents are trained in nmatron duties; however, such duties are normally perforned

only in training and energency situations.

Supervi sion Received: Wrks under technical supervision of the Police Records Manager
who gives general directions and periodically reviews work in progress and conpleted
wor K.

Supervi si on Exerci sed: Positions in this class exercise supervision over other
enpl oyees by naki ng assignnments, setting priorities, training and review ng the work of
subor di nat es.

| ncunbent s prepare perfornance eval uations, participate in staff selection and recommend
di sci pl i ne of enpl oyees.

Career Ladder |[|nfornmation: Experience gained in this class nay serve to neet mninmm
requirenents for pronotion to Police Records Manager or a related cl ass.

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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