
A RESOLUTION OF THE LODI CITY COUNCIL 
APPROVING THE N E W  CLASSIFICATIONy JOB SPECIFICATIONS, 
AND SALARY RANGE FOR POLICE RECORDS C L E R K  1/11 and I11 

RESOLVED,  t h a t  the Lodi  City Council does hereby approve the new 
c l a s s i f i ca t ion  and  j o b  specif icat ions fo r  Police Records Clerk 1/11 and 
111, as shown on Exhibit A a n d  6 respect ively,  a t t a c h e d  hereto; and  

FURTHER R E S O L V E D ,  t h a t  the Lodi City Council hereby approves the 
establishment o f  the following salary range fo r  these c l a s s i f i ca t ions ,  
e f f ec t ive  March 6 ,  1991: 

Police Records Clerk I 
A B C D E 

1364.48 1432.69 1504.32 1579.52 1658.50 

Police Records Clerk I1 

1502.65 1577.83 1656.70 1739.51 1826.53 
A B C D E 

Police Records Clerk 111 
A B C D E 

1584.31 1663.51 1746.69 1834.00 1925.74 

Dated: March 6 ,  1991 

I hereby c e r t i f y  t h a t  Resolution No. 91-41 was passed and  
adopted by the Lodi City Council in a regular meeting held March 6 ,  
1991 by the following vote: 

Ayes : Council Members - Pennino, Pinkerton, Sieglock, 
Snider a n d  Hinchman (Mayor) 

Noes : Council Members - None 

Absent: Counci 1 Members2N;ne 9: I 
i ‘,/k tlki 

J ni e r  Perrin 
Deputy City Clerk 

f o r  Alice M .  Reimche 
City Clerk 

91-41 



POLICE RECORDS CLERK 1/11 
DEFINITION: 

c 

i 
\. 

TO p r o v i d e  i n f o r m a t i o n  
t e l e p h o n e ;  t o  m a i n t a i n  
v a r i e t y  of r e c o r d s  and  

and  a s s i s t a n c e  t o  t h e  p u b l i c  i n  p e r s o n  and  by 
p o l i c e  d e p a r t m e n t  r e c o r d s ;  t o  process and  type a 
r e p o r t s ;  and  t o  p e r f o r m  related work as r e q u i r e d .  

DISTINGUISHING C-CTERISTICS: 

P o l i c e  Records  C l e r k  I i s  a n  e n t r y  l e v e l  c l a s s i f i c a t i o n .  Incumben t s  l e a r n  
and  perform a v a r i e t y  of d u t i e s  related t o  g a t h e r i n g ,  p r o c e s s i n g ,  
m a i n t a i n i n g  and  r e t r i e v i n g  p o l i c e  r e c o r d s  a n d  i n f o r m a t i o n ,  a n d  a s s i s t i n g  t h e  
p u b l i c .  T h i s  class is  f l e x i b l y - s t a f f e d  w i t h  P o l i c e  Records  C l e r k  11; 
incumben t s  are e x p e c t e d  t o  advance  t o  t h e  h i g h e r  l e v e l  a f t e r  s u c c e s s f u l  
pe r fo rmance  a t  t h e  I l e v e l ,  and  d e m o n s t r a t i n g  p r o f i c i e n c y  f o r  p e r f o r m i n g  a t  
t h e  h i g h e r  l e v e l .  

Police Records  C l e r k  I1 i s  t h e  f u l l  working  l e v e l  o f  t h e  series, c c m p e t e n t  
t o  pe r fo rm t h e  f u l l  s c o p e  o f  d u t i e s  r e q u i r e d .  

SUPERVISION RECEIVED AND EXERCISED: 

Police Kexords C l e r k s  I work i n i t i a l l y  u n d e r  close s u p e r v i s i o n .  A s  
e x p e r i e n c e  and  p r o f i c i e n c y  are g a i n e d ,  t h e r e  i s  greater  independence  o f  
a c t i o n  w i t h i n  e s t a b l i s h e d  g u i d e l i n e s .  P o l i c e  Records  C l e r k s  Ii work u n d e r  
g e n e r a l  s u p e r v i s i o n .  

These  c l a s s i f i c a t i o n s  do riot exercise s u p e r v i s o r y  a u t h o r i t y  o v e r  o t h e r  f u l l  
time permanent  employees .  

E'XAbIPLES OF DUTIES: 

D u t i e s  may i n c l u d e ,  b u t  are n o t  l i m i t e d  t o ,  t h e  f o l l o w i n g :  

O p e r a t e s  a m u l t i - l i n e  t e l e p h o n e  s y s t e m  t o  r e s p o n d  t o  non-emergency 
requests f o r  i n f o r m a t i o n  or  a s s i s t a n c e ,  and r e d i r e c t s  o r  refers 
m i s d i r e c t e d  ca l l s .  

p r o c e d u r e s  and  fo rms ,  a s s i s t i n g  w i t h  c o u n t e r  r e p o r t s ,  and  a v a r i e t y  of 
o t h e r  requests. 

De te rmines  w h e t h e r  r e q u e s t i n g  p a r t i e s  are e n t i t l e d  p e r  l a w s  and  r e g u l a t i o n s  
t o  t h e  i n f o r m a t i o n  r e q u e s t e d ,  and  b l o c k s  out  c o n f i d e n t i a l  i n f o r m a t i o n .  

P h o t o c o p i e s  and  releases reports i n  a c c o r d a n c e  w i t h  r e g u l a t i o n s .  
Responds to  requests f rom o t h e r  c r i m i n a l  j u s t i c e  a g e n c i e s  f o r  i n f o m a t i o n .  
M a i n t a i n s  and  c o d e s  r e c o r d s  of c o n t a c t s ,  requests f o r  p o l i c e  services, a n d  

r e l a t e d .  
E n t e r s  d a t a ,  r e v i e w s ,  v e r i f i e s ,  p r e p a r e s  and  processes a v a r i e t y  of forms, 

r e p o r t s  and  c o r r e s p o n d e n c e  i n c l u d i n g  w a r r a n t s ,  t r a f f i c  c i t a t ions ,  gun  
r e g i s t r a t i o n s ,  and  b i c y c l e  l i c e n s e s ;  and  p r e p a r e s  s t a n d a r d i z e d  le t ters  
of f a c t s  o r  t r a n s m i t t a l ,  u s i n g  typewriter or  word p r o c e s s o r s .  

compute r ,  teletype and  re la ted s y s t e m s .  

A s s i s t s  t h e  p u b l i c  a t  t h e  c o u n t e r  by  p r o v i d i n g  i n f o r m a t i o n ,  e x p l a i n i n g  

E n t e r s ,  q u e r i e s ,  and  r e t r i e v e s  i n f o r m a t i o n  f rom F e d e r a l ,  S t a t e  and  loca l  

F i l e s  a. wide  v a r i e t y  o f  materials and  r e s e a r c h e s  f i l e s  and  r e c o r d s .  
P u r g e s  and  seals v a r i o u s  r e c o r d s  and  r e p o r t s  i n  a c c o r d a n c e  w i t h  r e g u l a t i o n s  
Codes ,  c a t e g o r i z e s  and  t a b u l a t e s  r e c o r d s  and  r e p o r t s .  
Col lects  f e e s  and  b a i l ;  p o s t s ,  b a l a n c e s  and  may d i s t r i b u t e  monies  r e c e i v e d .  
O p e r a t e s  and  p e r f o r m s  o p e r a t o r  m a i n t e n a n c e  o f  a v a r i e t y  of s t a n d a r d  and  

s p e c i a l i z e d  o f f i c e  equ ipmen t .  
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V41NIMUT4 QUALIFTCATIONS 
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Knowl.edcje o f :  

Basic o f f i c e  pract ices  and  p r o c e d u r e s ,  i n c l u d i n g  t h e  o p e r a t i o n  of s t a n d a r d  
o f f i c e  equ ipmen t .  
A l p h a b e t i c a l ,  n u m e r i c a l ,  a n d  t op ica l  f i l i n g  s y s t e m s .  
Correct E n g l i s h  u s a g e ,  i n c l u d i n g  s p e l l i n g ,  grammar, a n d  p u n c t u a t i o n .  
%sic arithmetic. 

L e v e l  1.: 

L e v e l  I1 - In a d d i t i o n  t o  t h e  r e q u i r e m e n t s  of t h e  I: 
L a w s  and r e g u l a t i o n s  y o v e r n i n g  t h e  release of p o l i c e  d e p a r t m e n t  r e p o r t s  and 
i n f o r m a t i o n .  
F u n c t i o n s  and  o p e r a t i o n  o f  t h e  v a r i o u s  c o m p u t e r ,  t e l e t y p e ,  a n d  r e l a t e d  
p o l i c e  i n f o r m a t i o n  s y s t e m s  and  equ ipmen t .  
Pol ic ies  and  p r o c e d u r e s  €or d e p a r c m e n t a l  o p e r a t i o n s .  

A b i l i t y  t o :  
L e v e l  I :  

D e a l  t a c t f u l l y  and  e f f e c t i v e l y  w i t h  p u b l i - c ,  s u s p e c t s  a n d  p r i s o n e r s ,  
i n c l u d i n g  h o s t i l e  and  i ra te  i n d i v i d u a l s .  
Under s t and  a n d  c a r r y  o u t  o r a l  a n d  w r i t t e n  i n s t r u c t i o n s .  
M a i n t a i n  a c c u r a t e  r e c o r d s  a n d  f i l e s .  
Type a c c u r a t e l y  a t  a n e t  ra te  of 45 words p e r  m i n u t e  f rom p r i n t e d  copy.  
Make a c c u r a t e  ari thmetical  c a l c u l a t i o n s .  

L e v e i  I1 - In a d d i t i o n  to t h e  r e q u i r e m e n t s  a f  t h e  I :  
Apply a p p l i c a b l e  r u l e s  a n d  r e g u l a t i o n s  to  requests f o r  c o n f i d e n t i a l  a n d  
p u b l i c  l a w  e n f o r c e m e n t  related i n f o r m a t i o n .  
P r i o r i t i z e  work and c o o r d i n a t e  s e v e r a l  a c t i v i t i e s  simuLtaneousL-{. 
O p e r a t e  s t a n d a r d  a n d  s p e c i a l i z e d  o f f i c e  equ ipmen t  i n c l u d i n g  compute r  
t e r m i n a l s  and  teietypes. 
O r g a n i z e  and  m a i n t a i n  f i l e s  a n d  r e c o r d s .  

EDUCATION AND EXPERIENCE: 

Any c o m b i n a t i o n  e q u i v a l e n t  t o  e d u c a t i o n  and e x p e r i e n c e  t h a t  would l i k e l y  
p r o v i d e  t h e  r e q u i r e d  knowledge a n d  abi l i t ies  would be q u a l i f y i n g .  
c o m b i n a t i o n  i s :  

A typical 

Leve 1 I : 
E d u c a t i o n :  
E q u i v a l e n t  t o  c o m p l e t i o n  of h i g h  s c h o o l ,  i n c l u d i n g  c o u r s e w o r k  i n  k e y b o a r d  
o p e r a t i o n s .  

E x p e r i e n c e :  
One y e a r  o f  g e n e r a l  c ler ical  e x p e r i e n c e  which h a s  i n c l u d e d  compute r  
o p e r a t i o n s  and p u b l i c  c o n t a c t .  

L e v e l  11: 
E d u c a t i o n :  
Complet ion of an  a c c r e d i t e d  c o u r s e  i n  l a w  e n f o r c e m e n t  r e c o r d s  management. 

E x p e r i e n c e  : 
One year of r e c o r d s  p r o c e s s i n g  a n d  p u b l i c  c o n t a c t  e x p e r i e n c e  in a l a w  
e n f o r c e m e n t  d e p a r t m e n t  a t  a l e v e l  e q u i v a l e n t  to  t h e  C i t y ' s  Police R e c o r d s  
C l e r k  I .  

OTHER REQUIREMENTS : 
Must be able to  p a s s  a background i n v e s t i g a t i o n  and  meet City of L o d i  Police 
C e F a r r n e n t  r e q u i r e m e n t s  for s e c u r i t y  c l e a r a n c e .  
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POLICE RECORDS CLERK I11 
DEFINITION: 

T o  perform t h e  most complex and r e s p o n s i b l e  p o l i c e  r e c o r d s  clerical  d u t i e s ;  
to p rov ide  t r a i n i n g  and l e a d  d i r e c t i o n  t o  o t h e r s ;  and t o  per form r e l a t e d  
d u t i e s  as r e q u i r e d .  

DISTINGUISHING CHARACTERISTICS: 

Police Records C le rk  I11 i s  t h e  advanced jou rney / l ead  worker l e v e l  of  t h e  
Police Records c l a s s i f i c a t i o n  series. Assignments a t  t h i s  l e v e l  are 
c h a r a c t e r i z e d  by in-depth  t e c h n i c a l  knowledge requi rements  and /o r  
r e s p o n s i b i l i t y  f o r  p rov id ing  d i r e c t i o n  t o  o t h e r s .  

SUPERVISION RECEIVED AND EXERCISED: 

Genera l  s u p e r v i s i o n  i s  p rov ided  by p r o f e s s i o n a l  or  s u p e r v i s o r y  s t a f f ,  
i n c l u d i n g  d i r e c t i o n  from sworn s u p e r v i s o r y  pe r sonne l .  

R e s p o n s i b i l i t i e s  may i n c l u d e  p rov id ing  l e a d  d i r e c t i o n  t o  P o l i c e  Records 
C l e r k s ,  and/or  p rov id ing  back up f o r  h ighe r  l e v e l  s u p e r v i s o r s  d u r i n g  t h e i r  
absence.  

EXAMPLES O F  DUTIES: 

Dut ies  may i n c l u d e ,  b u t  are n o t  l i m i t e d  t o ,  t h e  fo l lowing :  

Audi t s  l a w  en fo rcemen t - r e l a t ed  d a t a  and s t a t i s t i ca l  r e p o r t s ,  v e r i f i e s  
i n fo rma t ion  a g a i n s t  w r i t t e n  r e p o r t s ,  and makes c o r r e c t i o n s .  

Advises o t h e r  s t a f f  w i t h i n  area of  expertise on  such matters as equipment 
and system o p e r a t i o n ,  d a t a  coding ,  document p rocess ing ,  r e l e a s e  of  
r e c o r d s ,  pu rges ,  and o t h e r  a c t i v i t i e s .  

Researches d a t a  and r e c o r d s  manual ly  and by computer ,  and p r e p a r e s  s p e c i a l  
r e p o r t s ,  b u l l e t i n s ,  and o t h e r  in fo-mat ion .  

Responds t o  i n q u i r i e s  r e g a r d i n g  s p e c i a l i z e d  areas of depa r tmen ta l  
o p e r a t i o n s ,  r e g u l a t i o n s ,  p o l i c i e s ,  and  j u d i c i a l  p rocedures ,  

Provides  t r a i n i n g  t o  sworn and non-sworn s t a f f  on s p e c i a l i z e d  p rocedures ;  
r e q u i r e d  documents; and computer o p e r a t i o n .  

I n s t a l l s  upda te s ,  per forms sys tem back-ups,  t r o u b l e s h o o t s  and r e s o l v e s  
o p e r a t o r  hardware problems,  requests vendor  maintenance,  i n s t a l l s  
t e r m i n a l s  and s t and-a lone  microcomputers ,  and responds  t o  emergency 
system f a i l u r e s .  

h i e r a r c h i c a l  coding  system. 
E n t e r s  d a t a ,  codes  c r imes ,  and r ecodes  c r imes  f o r  r e p o r t i n g  u s i n g  n a t i o n a l  

Researches and adds  miss ing  d a t a  from cr ime r e p o r t s  when a v a i l a b l e .  
T y p e s  or  word p r o c e s s e s  t h e  more complex or s e n s i t i v e  documents such  as 

Coordina tes  wi th  o t h e r  a g e n c i e s  on s p e c i a l  a c t i v i t i e s  such as e x t r a d i t i o n  

Main ta ins  s p e c i a l i z e d  r e c o r d s ,  l o g s ,  and manuals.  
Performs v a r i o u s  arithmetical computa t ions .  
At tends  meet ings  t o  take and t r a n s c r i b e  minu tes .  
Composes cor respondence  r e g a r d i n g  a s s igned  area of a c t i v i t y .  
May provide  s e c r e t a r i a l  s e r v i c e s  t o  a major d i v i s i o n  head.  
May f u n c t i o n  a s  a c t i n g  s u p e r v i s o r  of a c l e r i ca l  f u n c t i o n  in t h e  absence  of  

t h e  r e g u l a r  s u p e r v i s o r .  

c r i m i n a l  i n v e s t i g a t i o n  r e p o r t s ,  s e a r c h  w a r r a n t s ,  subpoenas ,  and  related. 

paperwork. 
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MINLKUM QUALIFICATIONS 

i 

Knowledge of: 

Systems and procedures for processing, maintenance, retrieval and release 
of police records. 
Applicable laws, codes, regulations, and policies. 
Basic operating principles, equipment and systems used in automated law 
enforcement recordkeeping. 
Functions and authorities of the department and other criminal justice 
agencies. 
Office methods and procedures, including data entry, word processing, 
typinq, teletype operation, operation of other standard office equipment, 
filing, and recordkeeping. 
English grammar, spelling and punctuation. 

Ability to: 

Instruct and train others in procedures, operations, and document processing. 
Interpret and apply complex r u l e s  and regulations to requests for  
confidential and public law enforcement related information. 
Prioritize work and coordinate several activities simultaneously. 
Operate standard and specialized office equipment including conputer 
terminals and teletypes. 
Organize and maintain complex files and records. 
Establish and maintain effective working relationships with those contacted 
in the course of the work. 
T y p e  accurately at a net rate oi 45 words per minute from printed copy. 

EDUCATION L i D  EXPERIENCE: c 
Any combination equivalent to education and experience that would likely 
provide the required knowledge and abilities would be qualifying. A typical 
combination is: 

Education: 

Equivalent to completion of h i g h  school and an accredited course in law 
enforcement records management. 

Experience: 

Two years of responsible law enforcement records experience at a level 
equivalent to the City's Police Records Clerk 11. 

OTHER REQUIREMENTS: 

Must be able to pass a background investigation and meet City of Lodi Police 
Department requirements for security clearance; specified positions must be 
willing to be subject to off-hours call-in. 


