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Classification Specification
	

	
	4402100

	
	SHERIFF’S RECORDS SPECIALIST



Class Summary
The responsibilities of this class include providing a wide range of Sheriff’s Office records services for a diverse group of internal and external customers and citizens.  

Distinguishing Characteristics

This is a single level class. Incumbents in this class perform specialized law enforcement and other criminal justice records data entry, maintenance, verification and retrieval in response to internal and external customer requests and maintains a database of gun transactions and specific crimes in support of local and state laws. Incumbents are required to learn and apply specialized law enforcement and criminal justice records management systems knowledge and skills to support the records management functions for the Sheriff’s Office.  
This class is distinguished from Sheriff’s Data Technician in that incumbents in the Data Technician class are responsible for receiving and responding to inquiries from law enforcement officers in the field or other agencies to assist them in deciding to detain, apprehend, arrest or release suspects or prisoners including verifying valid warrants.  This class is distinguished from Tenprint Information Specialist in that incumbents in the Tenprint Information class are responsible for providing data and system support to the criminal identification process. 

Examples of Duties (May vary by position)

1. Register convicted sex offenders according to state law and maintain sex offender database; provide answers to Sex Offender Registration Program questions; prepare billing form and forward bills for processing; resolve billing errors/problems.

2. Receive and process various types of firearm license applications from gun dealers, citizens, aliens, and retired law enforcement personnel; notify applicants of the result of their application; forward information on alien firearm license applicants and concealed weapons permit/dealers licenses to the state Department of Licensing (DOL).

3. Validate National Crime Information Center (NCIC) data maintained on stolen vehicles, watercraft and securities, including contacting each victim and ensuring that computer information matches information in reports. 

4. Comply with court orders to seal and/or destroy juvenile court records; search multiple databases and delete data in accordance with legal requirements.

5. Search multiple local, state and national criminal justice and law enforcement databases and Sheriff’s Office manual files in response to a variety of information verification requests received from law enforcement agencies, state/federal agencies, and citizens, such as documentation of an individual’s previous criminal activity. Release of information is based on the type and purpose of the background check and state law regarding rules of public disclosure.
6. Conduct record checks for other criminal justice agencies and the military; prepare appropriate and lawful disclosure of incident reports and follow-ups to citizens and other law enforcement/criminal justice agency personnel.
7. Enter various types of reports into the Sheriff’s Office Incident Reporting and Investigation System (IRIS); electronically file case reports, follow-ups and other case related documents.
8. Prepare homicide files and other special retention cases for secure storage; maintain files including special retrieval requests;

9. May coordinate training and prepare training materials.

10. May take meeting minutes and develop task outlines and proposals for procedures.  

11. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of applicable federal and state laws and procedures regarding public disclosure, firearms, sex offender registration and juvenile record seal and/or destroy 

Knowledge of law enforcement and criminal justice information systems, including criminal history files, their content, purpose and codes

Knowledge of the varied/multiple agencies (local, state, national) responsible for maintaining/tracking criminal information that must be notified, including firearm transactions and other transactions that may require additional checks at state and federal levels

Knowledge of general office procedures, principles and practices, including manual and electronic filing

Knowledge of personal computer data entry protocols and computer query procedures using a variety of software applications 

Knowledge of basic math/arithmetic

Skill in maintaining the confidentiality and integrity of sensitive criminal history information, providing reliable information to the public in a timely and confidential manner and refraining from unlawful disclosure of confidential and sensitive data

Skill in using discretion, patience, etiquette, professionalism and timeliness in working with a variety of individuals from diverse backgrounds

Skill in written communication and following written directions and established protocols

Skill in working with detail oriented records, codes and procedural steps and a very high volume of activity under the threat of federal and state audit/penalties for inaccurate records

Skill in working independently, prioritizing work and meeting deadlines

Skill in problem-solving and decision-making

Licensing/Certification Requirements

This is a Civil Service classification. All incumbents must be United States citizens and be able to read and write the English language as required by RCW 41.14.100. Offers of employment are contingent on passing both a thorough background investigation and polygraph examination.  

Level 1 ACCESS certification within six months of date of hire followed by recertification on set schedule as determined by Washington State Patrol.
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation

Service Status
	Non-Exempt 

Civil Service

	Levels within same series
	None
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	Updated   4/2012   Updated to reflect changes in the Sheriff’s Data/Records Supervisor classification; removed supervisor from series
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