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Position Title:   Records Supervisor   

 

Reports to:  Deputy Chief of Police 

 

FLSA Status;  Exempt 

 

Status:  Regular Full-Time 

 

Grade:  IX 

 

Hours of Work: Primarily regular dayshift office hours with some evening and 

weekend work as needed     

 

 

Supervision 

 

Under general direction, the employee plans and carries out the regular work in accordance 

with standard practices and previous training, with substantial responsibility for determining 

the sequence and timing of action and substantial independence in planning and organizing 

the work activities, including determining the work methods.  The employee is expected to 

solve, through experienced judgment, most problems of detail or unusual situations by 

adapting methods or interpreting instructions to resolve the particular problem.  Instructions 

for new assignments or special projects usually consist of statements of desired objectives, 

deadlines and priorities.  Technical and policy problems or changes in procedures are 

discussed with the Support Services Captain, but ordinarily the employee plans the work, 

lays it out and carries it through to completion independently.  Work is generally reviewed 

only for technical adequacy, appropriateness of actions or decisions, and conformance with 

policy or other requirements; the methods used in arriving at the end result are not usually 

reviewed in detail. 

 

Employee, as a regular and continuing part of the job, is accountable for the quality and 

quantity of work done by subordinates and assures the accomplishment of the assigned work 

in the prescribed manner.  Supervisory functions typically consist of most of the following:  

plans, schedules and coordinates work operations to meet schedules, deadlines and priorities; 

revises work schedules to meet changes in workload or availability of manpower; 

recommends and justifies to higher levels of management changes in the organization of 

work, work methods or assignment of functions to positions that may affect staffing patterns, 

costs, work standards, etc.; assigns work based on varying capabilities of employees; assures 

that completed work meets the required standard of quality, timeliness and cost, taking 

corrective actions as necessary, including rejecting the work;  recommends promotions, 
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reassignments, pay increases or other personnel actions; oversees attendance and leave, 

typically including approval of ordinary sick and vacation schedules; advises employees of 

performance requirements and prepares formal evaluations of performance; gives advice and 

instruction on both administrative and work matters; informs subordinates of organizational 

policies, goals and procedures; resolves employee complaints and effects disciplinary 

actions, such as oral warnings and reprimands; has substantial responsibility for technical 

soundness of subordinates’ work. 

 

Employee has access to all confidential personnel files, lawsuits, criminal investigations and 

police records.   

 

Job Environment 

 

Working conditions of this position are moderately loud and involve exposure to intermittent 

office noise.  Work may occasionally involve storing or retrieving records from high shelves 

in confined or cramped quarters and may require carrying records from the ground level of 

the building to the basement, or lower level.  Work may also involve occasional mental 

stress, such as completing several unrelated tasks within a relatively short period of time. The 

work environment is generally consistent with everyday discomforts of typical of offices, and 

occasional exposure to outside elements.  Noise or physical surroundings may be distracting, 

but conditions are generally not unpleasant. 

 

Accountability 

 

The consequences of errors include missed deadlines or poor judgment would include 

monetary losses due to waste of material, damage to buildings and equipment or personal 

injuries. 

 

Contacts 

 

The position has constant contact with co-workers and the general public involving frequent 

explanation, discussion or interpretation of practices, procedures, regulations or guidelines in 

order to render service, plan or coordinate work efforts, or resolve operating problems.  Other 

regular contacts are with service recipients and employees of outside organizations such as 

vendors, banks and/or developers/ contractors.  More than ordinary courtesy, tact and 

diplomacy may be required to resolve complaints or deal with hostile, uncooperative or 

uninformed  persons.  Employee may furnish news media with routine information such as 

meeting agendas or departmental procedures. 

 

Position Functions 

 

The essential functions or duties listed below are intended only as an illustration of the 

various types of work that may be performed.  The omission of specific statements of duties 

does not exclude them from the position if the work is similar, related, or a logical 

assignment to, or extension of, the position. 
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Essential Functions 

 

1. Supervises Administrative Assistants and Receptionists/Clerks in the Records 

Division: plans, prioritizes, and assigns work; evaluates the performance of 

employees; provides explanation and assistance to staff regarding work assignments; 

keeps track of employee leave time; provides for continuing education and training 
opportunities; and responds to employee concerns. 

 

2. Assists in the development and implementation of the department’s shift schedules. 

 

3. Assists and advises Records Division staff with customer service issues in person, in 

writing, and on the phone. 

 

4. Assists and advises Records Division staff in responding to inquiries, requests, or 

complaints from residents and others on a variety of subjects. 

 

5. Supervises daily activities of Records Division. 

 

6. Ensures the maintenance of accurate files (both electronic and paper files). 

 

7. Monitors the input of data/reports. 

 

8. Prepares statistical reports. 

 

9. Establishes, reviews and revises Records Division policies and procedures. 

 

10. Performs other related duties as required.  

 

Recommended Minimal Qualifications 

 

Physical and Mental Requirements 

 

Employee works in a typical office setting at police station.  Little or no physical demands 

are required to perform the work.  Employee is required to stand, walk, talk, listen, sit, and 

use hands while performing duties.   

Employee frequently lifts up to 10 lbs. and seldom lifts up to or more than 30 lbs. Normal 

vision is required for this position.  Equipment operated may include automobiles, office 

machines, and computers.   

 

Duties of the job present little potential for injury.  Risk exposure is similar to that found in 

typical office settings. 

 

Education and Experience 

 

A candidate for this position should have a High School diplomaor equivalent plus additional 

training equal toone to two years of college, or attainment of Associate’s level of post-
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secondary education.  Advanced training in the field of business administration or related 

field is recommended and three to five (3-5) years of office, legal or related experience in a 

supervisory capacity.  College degree preferred.  L.E.A.D.S. training and certification must 

be obtained within one year of employment.   

 

 Judgement & Complexity 

 

The work requires examining, analyzing and evaluating facts and circumstances surrounding 

individual problems, situations or transactions, and determining actions to be taken within the 

limits of standard or accepted practices.  Guidelines include a large body of policies, 

practices and precedents which may be complex or conflicting, at times.  Judgment is used in 

analyzing specific situations to determine appropriate actions.  Employee is expected to 

weigh efficiency and relative priorities in conjunction with procedural concerns in decision 

making.  Requires understanding, interpreting and applying complex federal, state and local 

regulations. 

 

The work consists of a variety of duties that generally follow standardized practices, 

procedures, regulations or guidelines.  The sequence of work and/or the procedures followed 

vary according to the nature of the transaction and/or the information involved, or sought, in 

a particular situation. 

 

Required Certifications 

 

A candidate for this position must also have a valid driver’s license with no prior convictions 

for any violation which would have or did cause their driving privileges to be suspended. 

 

Knowledge, Skills and Abilities 

 

A candidate for this position should have knowledge of: 

• State laws, principles, practices, and methods related to the release and destruction of 

records  

• State laws pertaining to the Freedom of Information Act  

• Records management systems  

 

Skill in:   

• Computers utilizing software such as IBM AS 400 and MSXP  

• Computer software such as Microsoft Office (mainly Outlook, Word and Excel) 

• Management and motivation of personnel 

• Responding in a timely manner to requests for records within and outside the 

organization, as well as the general public 

 

And ability to:  

• Interact and communicate with co-workers, management level staff, and the general 

public in a helpful, friendly and effective manner 

• Maintain professional demeanor and make sound decisions under stress   
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• Resolve problems 

• Prioritize tasks and perform multiple tasks simultaneously  

• Maintain confidentiality of information contained in records or presented in person 

 


