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POLICE CLERK I 
POLICE DEPARTMENT 

 

Applications will be accepted until the position is filled 
Submit Cover Letter, Resume and City Employment Application: 

By mail or in person to Human Resources Office, 212 S. Vanderhurst Avenue, King City, CA 93930 
Or by e-mail to ssamame@kingcity.com 

Application can be picked up at City Hall, or downloaded from King City website at www.kingcity.com 
Applications without the required documents will not be considered 

 

JOB DESCRIPTION 
 

Job Title:  Police Clerk I 
Department: Police Department  
Reports To: Chief of Police 
Employee Type: Part Time 
FLSA Status: Non-Exempt 
Salary: $14.72 – 18.78 x hour DOQ 

 

DEFINITION  

Under general supervision learns to perform and performs a wide variety of technical and clerical law 
enforcement support duties related to collecting, recording, transcribing, maintaining, processing, editing, 
reviewing, retrieving and distributing technical, complex and confidential law enforcement data and 
information; enters reports and data into a variety of automated law enforcement records systems; ensures that 
records and information are accurate, clear and comprehensive for law enforcement personnel and the general 
public; demonstrates a full understanding of all applicable policies, procedures and work methods associated 
with assigned duties; performs other related duties as required.  

Initially under immediate supervision, incumbents perform the more routine and less complex enforcement 
records assignments while learning City policies and procedures. As experience is gained there is greater 
independence of action within established guidelines.  

SUPERVISION RECEIVED AND EXERCISED 

Position receives immediate supervision from the Police Clerk Supervisor or other police personnel. Incumbents 
in this class do not routinely exercise supervision. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Essential duties and responsibilities may include, but are not limited to the following:  

- Performs a wide variety of technical and clerical law enforcement support duties related to collecting, 
recording, transcribing, maintaining, processing, editing, reviewing, retrieving and distributing technical, 
complex and confidential law enforcement data and information, including police reports, citations, 
response and field incidents cards, protective orders and subpoenas; types correspondence, reports, 
forms, confidential and specialized documents from drafts, notes, dictated tapes or brief instructions. 
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- Demonstrates a full understanding of applicable policies, procedures and work methods associated with 
assigned duties, especially as it relates to collecting, maintaining and releasing of information, files and 
documents; oversees and participates in the management of files and records, including their 
destruction and transformation to micro-imaging; performs record checks; updates the court calendar; 
testifies in court as necessary.  

- Photocopies and distributes crime, incident, arrest and accident report to the general public and various 
agencies such as the Department of Justice (DOJ), California Highway Patrol, District Attorney, 
Department of Motor Vehicles (DMV) and insurance companies; prepare misdemeanor and felony court 
packets for the District Attorney’s Office, including crime reports, amendment information and 
supporting documents such as criminal history, DMV driving history and drug analysis results, applied 
federal, state and local laws when releasing information. 

- Assists other City personnel with administrative and office support functions; assists and provides 
information to the public in person and by telephone; takes and provides messages; faxes materials to 
other agencies; maintains accurate records related to individual files or criminal history. 

- Responds to questions and concerns from the general public, departmental staff and other agencies; 
provides information as appropriate and resolves service issues and complaints; provides for regular 
communication between sworn and non-sworn personnel. 

- May dispatch officers to response to non-emergency calls for service. 

- Establishes positive working relationships with representatives of community organizations, state/local 
agencies and associations, City management and staff, and the public.  

KNOWLEDGE/ABILITIES/SKILLS 

The following are a representative sample of the knowledge, abilities and skills necessary to perform essential 
duties of the position. 

Knowledge 

Modern office and administrative practices and procedures; public and agency desk procedures and 
methods for providing services and information; automated law enforcement information systems and 
procedures; applicable federal, state and local laws, codes and regulations, including Public Records Act; 
methods and techniques of scheduling work assignments; standard office procedures, practices and 
equipment; modern office equipment including a computer and applicable software; methods and 
techniques for record keeping and report preparation and writing; proper English, spelling and 
grammar; and occupational hazards and standard safety practices. 

Abilities 

Understand and follow instructions; perform a variety of work with speed and accuracy; work flexible 
hours including evenings, weekends and split shifts; interpret, explain and apply applicable laws, codes 
and regulations; read, interpret and record data accurately; organize, prioritize and follow-up on work 
assignments; work independently and as part of a team; make sound decisions within established 
guidelines; follow written and oral directions; observe safety principles and work in a safe manner; 
communicate clearly and concisely, both orally and in writing; and establish and maintain effective 
working relationships.  

Skills 

Operate an office computer and a variety of word processing and software applications; operate 
specialized automated law enforcement information systems and type accurately from a clear copy at a 
rate of 45 net words per minute.  
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WORKING CONDITIONS 

Position requires prolonged sitting, standing, walking, reaching, twisting, turning, kneeling, bending, squatting 
and stooping in the performance of daily office activities. The need to lift, drag and push files, paper and 
documents weighing up to 25 pounds is required. The position also requires grasping, repetitive hand 
movement and fine coordination, in preparing statistical reports and retrieving and entering data using a 
computer keyboard.  Additionally, the position requires near and far vision in reading work related documents 
and using a computer, and acute hearing is required when providing phone and personal service.   

Some of these requirements may be accommodated for otherwise qualified individuals requesting such 
accommodations. 

QUALIFICATIONS 

The following are minimal qualifications necessary for entry into the classification: 

Education and/or Experience 

Any combination of education and experience that has provided the knowledge, abilities and skills, 
necessary for a Police Clerk I. Possess one year of administrative and clerical work experience, and a high 
school diploma, or equivalent combination. An associate’s degree from a two-year college or technical 
school a plus. Bilingual, fluent in Spanish preferable. 

License/Certificate 

Possession of, or ability to obtain, a valid Class C California driver’s license. Incumbents will be required to 
complete the Police Officers Standards and Training (POST) Records Clerk course within one year of 
appointment. 

The City of King is an Equal Employment Opportunity Employer 


