JEFFERSON HILLS, PENNSYLVANIA

JOB DESCRIPTION

September 2016


Position:  Records/Communications Specialist
Reports To:  Chief of Police
Nature of Work 
Police Records/Communications Specialist position performs within the Police Department, with the objective of providing professional service to the public as well as support to clerical and sworn staff.  This is work that requires typing and data-entry, use of office equipment, receptionist duties, monitoring police facilities and 911 radio communications, as well as periodically communicating via the police radio system. 
Essential Job Functions - the basic job duties that an employee must be able to perform (NOTE: This list of tasks is ILLUSTRATIVE ONLY, and is not a comprehensive listing of all functions and tasks performed by positions in this class).

· Receives calls, complaints and provides information to the general public. 

· Monitors municipal facilities, including prisoner cell blocks.

· Data, report and citation entries into computer programs, ensuring that all information in the RMS/file is accurate and up to date.
· Document scanning and Filing.

· Assess and triage incoming calls for the police to help determine police response and required resources.
· Operates base and two - way radio systems; receives and dispatches calls during emergency and special operations.
· Monitors Allegheny County 911and police radio communications.
· Verifies and updates warrant status in department warrant log.
· Enters and assists with validations of missing persons, stolen property, criminal history requests, etc. and various other data with County 911/NCIC/CLEAN.
· Generate copies of crash reports or various other police reports when requested by police personnel, the public or insurance companies. 
· Perform such other duties as may be required for the efficient operation of the department and/or Borough. 
Secondary Duties:
· Ability to collect, classify, prioritize and accurately record data.
· Ability to coordinate multiple tasks or activities simultaneously.
· Ability to communicate effectively with persons of various ethnic, educational and socioeconomic backgrounds; includes ability to speak and write clearly.
· Ability to perform addition, subtraction, multiplication and division.
· Ability to operate a personal computer, utilizing word processing, database management, incident reporting, mobile data terminals (MDT) and other software applications as may be necessary to perform essential job functions.
· Ability to establish and maintain effective working relationships with coworkers, supervisory personnel, sworn officers, the general public, and other law enforcement agency personnel.
· Ability to perform all work and training in accordance with established departmental policies and procedures and federal/state guidelines regarding the privacy and security of records.
· Ability to provide accurate, timely information to Police Officers.
· Ability to handle difficult and sometimes emotional public contact situations.
· Ability to adjust schedule for emergency callouts, training and other required activities.
· Ability to work in an office environment where much of the work is sedentary and involves sitting; some responsibilities may call for elevated levels of physically demanding and strenuous activity requiring the employee to be able to sit, stand, walk, stoop, kneel, crouch, climb a ladder and carry.
· Ability to moves boxes of police reports or related materials weighing up to 25 pounds for distances up to 50 feet. 

Examples of Work
· Process and data enter traffic citations, citizen requests for service/complaints and Daily Activity Reports.
· Enter/update Protection From Abuse Orders in computer programs for police and 911 Center. 
· Answers phone, takes messages and screens calls for department personnel.

· Collects fees for service payments and issues receipts to citizens.
· Communicates via MDT, phone or police radio with officers working in the field.
· Greeting visitors and directing them to the correct person or department. 
Required Knowledge & Skills
· Oral and written communication ability equivalent to that normally acquired through a high school education.
· Records keeping, report preparation, filing methods, and records management techniques.
· Applicable state, federal, and local laws, and department rules and regulations.
· Read, write, and speak English at a level necessary for satisfactory job performance.
· Standard business arithmetic, including percentages and decimals.
· General office procedure, to include basic telephone etiquette, as well as knowledge of computer, copier and other general office equipment.
· Proficient and accurate data entry sufficient to perform assignments in an efficient and effective manner.
· Able to correctly alphabetize written material for filing purposes.
· Clear understanding of the Jefferson Hills Police Department Records Management System.
· Knowledge of various computer operating systems and programs such as Microsoft Word and Excel Experience.
· Must maintain confidentiality of police records. 
Required Education, Training & Experience

· High School Graduate or Equivalency; secretarial training  
· Must possess and maintain a valid PA Driver’s License

· Prefer experience in receptionist, secretarial or clerical work
· Completion of a probationary period
· Successful completion/passing of a background investigation
Hours of Work

This position requires daytime work hours, seven days a week, as determined by the Chief of Police.  Any variation in work hours must be approved by the Chief of Police. It is expected that Records personnel be available during emergency operations of the police department/Borough, to include nights, weekends, etc.  
Dress Code and Personal Hygiene

Business Casual attire as designated by the Chief of Police and conform to department standards of hygiene and grooming.
This job description is subject to change at the discretion of the Chief of Police and in compliance with any current labor agreement that may be in effect. Nothing in this Section shall be construed as limiting the authority of the Chief of Police and/or a Superior Officer from assigning such functions or responsibilities as are necessary to establish and maintain maximum departmental efficiency and effectiveness.
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