
 

 

 

 
 

 

JOB DESCRIPTION 
 

Job Title:    Data & Records Management Clerk, Full-time 
Annual Salary: $24.00 - $27.00 /hr. DOQ 
Effective Date: December 2023 
Updated:  N/A 
Position Type: Non-Sworn / Hourly / Non-exempt 
Reports to:  Executive Director or designee 

 
POSITION SUMMARY  
 
Provide administrative and clerical support to the Executive Director for the efficient 
management and operation of the dispatch center.  Schedule will be primarily during 
business hours Monday-Friday, forty (40) hours per week unless otherwise directed by 
the Executive Director.  From time to time may include weekend(s) day(s) based on 
dispatch center needs.     
 
ESSENTIAL JOB FUNCTIONS – Includes but are not limited to: 
 

• Serves under the supervision and direction of the Executive Director and/or 
his/her designee. 

• Responsible for creating reports for MCD and member agencies upon request 
for information related to data housed by MCD and fulfilling requests. 

• Research and develop agency data and records management processes for the 
efficient operation of the center and member agencies. 

• Research emerging technology on the integration of data and analytics into 
operational performance monitoring.   

• Work with dispatch center vendors to create custom reports, import/export data, 
and perform monthly GIS updates.   

• Assist with running reports for dispatch center annual audits.  

• Assist with the archiving and/or disposal of records as appropriate. 

• Assist in the compilation and dissemination of monthly stats, reports, and 
various meeting documents.   

• Attend scheduled meetings as directed by the Executive Director. 

• Assist with processing and fulfilling FOIA requests and subpoenas.  Any 
questions on this are to be directed to the Executive Director or legal.   

• Maintain strict confidentiality regarding data, records, personnel, and sensitive 
matters. 

• Follow written and verbal instructions. 

• Comply with dispatch center policies, procedures, rules, regulations, and 
directives of MCD.   
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• Perform any other duties as assigned by the Executive Director or designee. 
 

MINIMUM REQUIREMENTS 
 

• Must be at least 21 years of age. 

• Possess a valid driver's license. 

• Have obtained a high school diploma or equivalent. 

• Must accurately type at least 30 WPM. 

• Be creative, have critical thinking/problem-solving skills, be a self-starter, able to 
work with limited supervision, have attention to detail, manage and complete 
multiple projects/tasks simultaneously.    

• Must be able to obtain Law Enforcement Agency Data Systems (LEADS) Full 
Access certification within three months of employment. 

• Must obtain and maintain Freedom of Information (FOIA) and Open Meetings 
(OMA) Act training/certification.   

• Must attend training on records management retention requirements and remain 
current with laws, ethics, and best practices. 

• Be proficient in utilizing Microsoft Office products and other similar tools related 
to the production of documents, presentations, surveys, and/or reports. 

• Must have reliable transportation. 

• Attend Board of Directors and other meetings as required by the Executive 
Director. 

• Submit to and successfully pass a thorough background investigation. 

• Successfully pass a pre-employment physical, vision, drug, and alcohol test. 

• Meet hearing standards to successfully perform job tasks. 

• Proficient in the English language; able to read, write, articulate including  
proper usage, spelling, punctuation, and grammar. 

• Possess strong interpersonal skills to include the ability to work one-on-one, in a 
group environment, and public speaking. 

• One year of experience in maintaining records, creating data reports, and 
computer database management. 
 

PREFERRED QUALIFICATIONS 
 
A strong candidate will also have experience in the following area: 
 

• Previous experience in a public safety environment; municipal, county, or local 
government.   

• Proficient in using computer graphics, video editing software, and utilizing 
current/emerging technologies.   

• Strong communication and group presentation skills. 
 
 
SKILLS, ABILITIES, TRAITS, & PHYSICAL REQUIREMENTS 
 

• Must be articulate and comfortable speaking in front of others. 

• Regularly work in an indoor/office environment and required to sit and/or use 
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repetitive motion. 

• Frequently required to talk, hear, stand, and walk. 

• Must occasionally lift and/or move up to 25 pounds. 

• Must be able to work under stressful situations, have good cognitive skills, 
maintain work accuracy, and the ability to concentrate on more than one task at a 
time.   

• Must have the ability to read and discern visual images on a variety of media with 
20/20 corrected vision 

• Function in an environment with multiple sounds and visual sources. 

• Successful candidates must possess the ability to work effectively with others, 
demonstrate professionalism, and courtesy during all interactions. 

• Must be able to accept direction, feedback, and function effectively in a semi-
military style organization and environment. 

 
The preceding statements are illustrative of the functions associated with a general office environment.  
MCD retains the right to modify or change the duties or essential functions of the job at any time.   

 
 
 
      

 

 


