
May 27, 2020 
 

The Lowell Police Department currently has an opening for an administrative 
records clerk.  The administrative/records clerk will maintain all aspects of police 

record keeping, to include typing, filing, running LEIN, and handling property.  They 
will attend seminars and training sessions, as necessary.  They will perform related 
work, as required.  Salary Range is $33,966 to $45,219 along with vacation, 

personal days, Defined Contribution Retirement Plan, Health, and vision insurance. 
 

Please send Resume and Cover letter to: 
 

Lowell Police Department  

Attention: Chief Steve Bukala 
111 N. Monroe 

Lowell, MI 49331 
 

Deadline for submission is Thursday June 11, 2020 at 5 pm. Interviews will take place 

the week of June 15, 2020, with a final decision by Monday June 22, 2020. Applicant 
must be able to start by July 6, 2020.  

 
 

 
SUPERVISION RECEIVED 

 

Work is performed under the general supervision of the Police Chief. 
 

RESPONSIBILITIES AND ESSENTIAL DUTIES AND FUNCTIONS 
 
An employee in this position may be called upon to do any or all of the following 

essential duties:  (These examples do not include all of the duties which the employee 
may be expected to perform.) 

 
1. Perform the various clerical duties within the department. 

a. Receive telephone calls to the Police Department; answer routine questions 

regarding police and other City services, especially ordinance questions; 
transfer or re-direct calls requiring further assistance; take messages for 

department members.  General use of the radio is required. 
b. Process department records, which include criminal and civil complaints, 

accident reports, juvenile petitions and preparing reports for the court and 

prosecutor, as examples.  Type and proofread reports for spelling and 
grammatical errors; maintain the records system.   

c. Maintain and update complaint log, active files and records of traffic tickets, 
warrants, gun registrations, stolen property, evidence, missing persons, 
emergency phone numbers, Sex Offender Registration, and other related 

items. 
d. Assist the public with information, copies of reports, handgun registrations 

and purchase permits, vacation property checks, parking permits, and 
other items.  Be well versed in FOIA guidelines. 



e. Input information into on-site and State computer systems. 
f. Input and access information from State, Interstate, and National Criminal 

Justice computerized information systems. 
g. Prepare special reports for the Police Chief, or others under the authority 

of the Chief, for the proper operation of the department. 
h. Knowledge and use of dictation equipment and transcribing is necessary.  

Also, downloading body-cam videos and in-car cameras is necessary.  

Knowing how to redact information from videos is a must. 
i. Assist the detective in the checking in and filing of evidence, as well as 

releasing property, and other duties, as necessary pertaining to property 
and evidence. 

 

2. Perform related work as required. 
 

 
 
 

ADMINISTRATIVE/RECORDS CLERK (CONT’D.) 
 

ESSENTIAL FUNCTIONS, QUALIFICATIONS AND KSA’S FOR EMPLOYMENT 
 

All of the following functions, qualifications, KSA’s [knowledge/skills/abilities] and 
duties are essential.  An employee in this class, upon appointment, should have the 
equivalent of the following: 

 
 Knowledge of modern office procedures and practices to maintain records, 

logs, and filing systems for ease of access. 
 Knowledge of department and City procedures for dispatching police and/or 
other personnel to effectively answer calls for service. 

 Skill in occasionally using the department radio to contact officers for routine 
assignments. 

 Skill in typing 55 wpm, with accuracy, using a computer to prepare accurate 
reports and maintain records to facilitate office management to complete duties 1 
and 2.  Skill also in using a calculator and the ability to transcribe dictated reports. 

 Skill in listening and referring accurate information, both written and orally, 
to complete duties 1 and 2. 

 Skill (interpersonal) to work with the public and others effectively to complete 
duties under sometimes stressful situations. 
 Skill to use resources to find accurate information for spelling names of 

persons, streets or cities correctly, and finding current information on said persons. 
 Ability to prioritize work under changing and/or stressful situations to 

complete duties 1 and 2. 
 Ability to use discretion and sound judgment within departmental guidelines 
to complete duties 1 and 2. 

Ability to establish and maintain satisfactory working relationships with 
employees and the public to perform work effectively under sometimes stressful 

situations. 



Ability to see well, hear well, and communicate effectively to perform and 
complete all duties. 

Ability to keep information confidential and to complete all tasks in a timely 
manner.  This is crucial for FOIA requests, SOR subjects, and court information, as 

well as LEIN. 
Graduation from an accredited high school with one year, or more, of related 

experience. 

 
 

 
 
 

 
 

 
Adopted: April 1993 
Revised: June 2019 

 


