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CITY OF LAKE
FOREST PARK 

invites
applications

for the
position of:

Records
Specialist

SALARY: $25.21 - $29.67 Hourly 
$4,369.00 - $5,142.00 Monthly 

DEPARTMENT: Police

OPENING DATE: 03/18/21

DESCRIPTION:

Position is open until filled. However, first review of applicants is Thursday, April 8, 2021.
 Interested applicants are urged to apply by close of business April 8, 2021 for earliest
consideration. 

Position Purpose 
The position performs a variety of clerical and administrative support to the police department.
Work includes the following: entering data for police records; answering business and non-
emergency calls; assisting the public; assisting police administration with clerical duties;
assisting officers and staff with administrative tasks; entering, maintaining, and disseminating
confidential police records; performing general office, clerical and administrative tasks in the
secured office environment..

EXAMPLES OF ESSENTIAL DUTIES:

Essential Functions 
The following duties are not intended to serve as a comprehensive list of all duties performed by
all employees in this classification, only a representative summary of the primary duties and
responsibilities.  
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The major duties of the Records Specialist include case review and processing, clerical,
statistical, computer-based records management, answering telephones, responding to public
disclosure requests, fingerprinting citizens and providing customer service to the public at the
Records counter.  
  

Providing front counter assistance and telephone call coverage for all police department
divisions.

  
Customer service activities include, but are not limited to: processing of permits such as
concealed weapons and gun dealer permits; processing pawn slips, gun transfers,
security checks and citizen collision reports; receipt and balancing of cash receipts and
other payments; 

  
Records activities include, but not limited to: monitoring and maintaining all police records
and files related to criminal reports, concealed weapon permits, entertainer and other
licenses, accident reports, fingerprinting, crime statistics and others in accordance with
standard business filing methods. Case processing for court, prosecutor, order violations. 

  
Archiving and destruction of records according to statute.  Department audits for
appropriate reporting.

  
Adherence to state guidelines for records retention and destruction as well as assuring
compliance with public disclosure requirements.  Functions as a back-up to the Support
Services Officer for handling and packaging of property and evidence; property and
evidence entry, intake, record keeping and release. Background checks.

  
Will assist with maintenance of department computerized Records Management System
files and other data.

  
This position is also responsible for preparation of the monthly Uniform Crime Report
(UCR), Incident Based Reporting (IBR) Report, completing research using department
computer systems and other resources, and preparation of reports based on that research
to support department functions as well as the Annual Report.

  
Ensure supplies and department forms are ordered, current and stocked.

  
Obtain payroll time sheets and ensure compliance, authorization, and completeness for
submission.?

  
Works overtime as required to complete assigned tasks.

  
Performs other duties as assigned.

  
Knowledge, Skills, and Abilities 

Due to the nature of the work, accuracy, attention to detail and multi-tasking are critical
skills which must be demonstrated in performance in this position.

  
Work with a positive attitude in stressful environments.

  
Organizational skills, filing and documenting.

  
Work involves independent organizational ability, and the ability to assimilate, interpret,
and act upon information and set priorities of activities.

  
Knowledge of billing systems, (i.e., Live Scan, WSP).
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Must have strong communication skills; requires a calm demeanor in processing
complaints from concerned citizens and dealing with the public in everyday activities.

  
Ability to calculate figures and amounts for crime reports, budget requests, criminal trends
and other reports.  Ability to accurately record and calculate amounts to track cash
accepted and receipted.

  
Ability to work within established guidelines with little direct supervision. Ability to deal with
the general public in all types of situations arising during daily work activities. 

  
Ability to understand and carry out oral and written instructions. Ability to research and
locate records through the use of the computer system and complete clear written reports.
Ability to meet deadlines. 

TYPICAL QUALIFICATIONS:

Minimum Qualifications: 
To perform this job successfully, the person in this position must be able to perform each
essential duty satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or ability required.  
The applicant must be able to pass a background investigation. 
  
Experience: 
  

High School Graduate or have a GED; have taken business, business writing or other
related courses and have at least one (1) years' experience with customer relations,
records retention, and computer skills including proficiency with the Microsoft Office Suite
of software; or an equivalent combination of experience, education, and training that
would provide the level of knowledge and ability required for the position.

  
Successful completion of the Washington State Criminal Justice Training Commission
Records Academy in the past or within one year of hire.  Ability to successfully obtain
Washington State Patrol Access Level 2 certification. 

  
Ability to use desktop or laptop computer , calculator; paper shredder; multi-line telephone
system; and the ability to type more than 40 WPM with accuracy.

  
Licenses or Certifications: 

Records Specialist shall become certified in the use of ACCESS/WACIC/ NCIC 
  

May be assigned the technical agency coordinator for WSP/Omnixx compliance.

SUPPLEMENTAL INFORMATION:

Physical demands:  
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

  
While performing the duties of this job, the employee is regularly required to walk, stand,
stoop, or sit at a desk. The employee must occasionally exert or lift up to 25 pounds.
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Successful performance requires specific vision abilities that include close vision.

Work environment:  
Standard secured office environment.  May require some field work in differing environment to
assist in major crime scenes and other emergencies.  Work is subject to frequent interruptions
and may be stressful.  This position works a 8 or 10 -hour shift with holidays off.  Some late
evening and weekend work schedules may occur.  A significant amount of time is spent
performing work on the computer.   The City of Lake Forest Park provides a smoke-free
environment for its employees. 
The duties listed above are intended as illustrations of the types of work that may be
performed. The omission of specific job duties does not exclude them from the position if
the work is similar, related or a logical assignment to the position. The job description
does not constitute an employment contract and is subject to change as the needs of the
employer and requirement of the job change. 
 

APPLICATIONS MAY BE FILED ONLINE AT: 
https://www.cityoflfp.com

17425 Ballinger Way N.E.
Lake Forest Park, WA 98012
206-368-5440

jobs@cityoflfp.com

Position #PD-003
RECORDS SPECIALIST
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