
CITY OF AUGUSTA 
Job Description 

 

 

Job Title:  Records Clerk (FT) 

Department:  Records Division/Police Department 

Reports To:  Records Division Commander 

FLSA Status:  Non-Exempt 

Pay Grade:  General Government Union scale, Range 12 

Revised:  June 2014 

 

GENERAL SUMMARY:  

 

Under direct supervision, performs a variety of responsible clerical and administrative tasks in 

support of the police department administrative function to document, process, maintain and 

control police records, case files, statistics and related information. Work includes entering 

data for police records into the database systems, preparing arrests and citation packets for 

court, responding to public information requests and other related duties.  

 

ESSENTIAL JOB FUNCTIONS:  

 

 Completes and processes incident, offense, arrest, accident, citation and other police 

reports.  Distributes copies to appropriate personnel and agencies, maintaining accuracy 

and quality assurance following established departmental procedures for each form; 

 Greets individuals on the phone and in person to respond to numerous inquiries and 

requests; 

 Files, scans and maintains paper and electronic files of departmental records including 

police reports, computer records and other documents; 

 Processes requests for Police reports or records from the public, District Attorney’s office, 

insurance companies and other parties; 

 Processes and prepares court documents and arrest booking records to include indexing, 

copying and review for completeness; 

 Enters data into database systems for stolen articles, vehicles, securities, boats, guns, 

aircraft, vehicle parts, licenses, missing persons, unidentified persons and other 

intelligence files; 

 Collects and prepares concealed handgun permits for review; 

 Submits summons to Violations Bureau 

 Collects restitution and miscellaneous fees. 

 Sorts mail and performs a variety of clerical and administrative tasks for the department. 

 

Essential Functions are not intended to be an exhaustive list of all responsibilities, duties and 

skills. They are intended to be accurate summaries of what the job classification involves and 

what is required to perform it. Employees are responsible for all other duties as assigned. 

 

 



SUPERVISORY RESPONSIBILITIES:  

 

None. 

 

KNOWLEDGE/SKILLS/ABILITIES REQUIRED:  

 

 Due to the nature of the work, accuracy, attention to detail and multi-tasking are important 

skills that must be demonstrated by the incumbent. 

 Proficiency in use of Microsoft Office suite and other computer applications, and general 

office equipment and office procedures. 

 Must possess strong organizational skills. 

 Ability to deal effectively with the public/coworkers and to respond to requests and 

inquiries tactfully and courteously despite multiple interruptions; 

 Ability to read, understand and follow detailed written rules, regulations, procedures and 

instructions and accurately proofread numerical and text data;  

 

EDUCATION AND EXPERIENCE:  

 

 High school diploma or equivalent and a minimum of two (2) years of education, training 

and/or experience in administrative work.   

 

WORKING CONDITIONS/PHYSICAL DEMANDS:  

 

Normal office working conditions.  Position requires prolonged sitting and standing in the 

performance of daily duties and frequent repetitive keyboarding motion for inputting data and 

preparing documents.  Position also requires walking, stooping, some pushing, dragging, and 

light lifting.  The incumbent often juggles multiple tasks and works with frequent 

interruptions. 

 

The above statements are intended to describe the general nature and level of work being 

performed by people assigned to do this job.  The above is not intended to be an exhaustive 

list of all responsibilities and duties required. 

 

 

*External and internal applicants, as well as position incumbents who become disabled, 

must be able to perform the essential job functions (as listed) either unaided or with the 

assistance of a reasonable accommodation to be determined by management on a case by 

case basis. 

 

 

________________________________   ___________________________  

Employee Signature      Date 

 

 

________________________________   ___________________________  

Supervisor Signature      Date 


