O ass Code: K72

Cty of Anaheim C assification:
Cl ass Specification SENI OR POLI CE RECORDS SPECI ALI ST
DEFI NI TI ON:

Under general supervision, to train records bureau personnel on new and existing
policies and procedures; and to performthe nmore conplex police records functions; and
to act as the shift supervisor as required.

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

Trains new records personnel on departnent policies and procedures.

Devel ops training prograns and nmanual s to address departnent needs; conducts new
traini ng prograns.

Eval uates the perfornance of new records personnel, identifies areas of inprovenent and
wor ks with enpl oyee to nmeet departnent standards.

Provi des input and participates in perfornmance eval uati ons of regul ar enpl oyees.
Tr oubl eshoots m nor problenms associated with the conputerized Records Management System
and Filenet; works with Police Records Supervisor and Systens Specialist to resolve the

nore difficult problens.

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

Perforns the duties of a Police Records Supervisor, as assigned, to cover absences.
Conpiles a variety of statistical and periodic reports as assigned by supervisor.

Participates in the devel opnent of work schedul es for enpl oyees assigned to the Records
Bur eau.

Participates in the data collection process of budget devel opment; nonitors program
expendi tures as assigned throughout the fiscal year.

Perforns other job-related duties as required.

M N MUM REQUI REMENTS:

Experience in: Performng responsible journey-level police records clerical work.

Know edge of: Mbdern of fice equi prent and procedures; Records Managenent System and

Fi | enet operations; conputer operations; English usage, spelling, grammar, and
punctuation; basic math; record keepi ng net hods; basic principles of supervision and
training; rules of alpha and nuneric filing; tel etype procedures, rules and regul ations;
police term nol ogy and | aw enforcenent codes; tel ephone procedures and etiquette.

Ability to: Maintain accurate records and files; read, understand and apply difficult
material; effectively train and eval uate enpl oyee perfornance; understand pertinent
procedures and functions quickly and apply them without inmedi ate supervision; speak
clearly and distinctly; effectively operate and assess and troubl eshoot probl emns
associated with the Records Managenent Systens and Filenet; wite effective training
policies and procedures; proofread and detect errors in records processing work; prepare



Cty of Anaheim

Cl ass Specification

Seni or Police Records Specialist
Page 2

clear, concise and easily understood narrative and statistical reports; conpose nmenos
and office procedures; operate a typewiter keyboard with accuracy; operate a conputer
termnal; performthe full range of police records clerical duties; act in the capacity
of supervisor as assigned; service the public by tel ephone and at a public counter in
situations which may be stressful; establish and maintain effective working

rel ationships with those contacted in the course of work

Note: Positions in this class assune the full range of responsibilities of the Police
Records Supervisor in their absence

Positions in this class are assigned to varied work shifts.

| ncunbents are trained in matron duties; however, such duties are normally perforned
only in training and enmergency situations.

Supervi si on Recei ved: Wrks under the technical supervision of a Police Records
Supervi sor who gives general directions and periodically reviews work in progress and
conpl et ed wor k.

Supervi si on Exercised: Positions in this class train and eval uate new records bureau
personnel. Input is also provided to the perfornance eval uati on process of regul ar
records bureau enpl oyees. The position does not hire, fire or discipline. In the
absence of the Police Records Supervisor, the Senior Police Records Specialist wll
assune the responsibilities of that position

Career Ladder Information: Experience gained in this classification nay serve to neet
m ni mum requi rements for pronotion to Police Records Supervisor

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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