


Town of Hooksett Job Description

Police Department 

“Administrative Records Clerk”
GRADE 8 
Date:  March 13, 2024
A. Job Summary

Performs administrative and clerical work involving typing, filing, and keeping of various records. The Administrative Clerk is assigned to the prosecution division and maintains a general proficiency in the duties of the Prosecution Assistant, Executive Assistant and Administrative Assistant. 

B. General Duties and Responsibilities

It shall be the duty and responsibility of the Administrative Clerk to:

a. Assist with the maintenance review and redaction of Body Worn Camera footage as well as send out discovery of these videos as required.
b. Enter case dispositions into computer files.

c. Prepare subpoenas and service logs.
d. Notify personnel of upcoming court.

e. Process citations and parking violation notices submitted by Officers.  Forward the necessary paperwork to the DMV
f. Maintain the IMC databases for motor vehicle summonses, business addresses, master name file, and parking ticket files.

g. Open mail, date stamp, distribute and file accordingly.

h. Monitor bench warrants and determine whether they are active, closed/settled.

i. File and maintain the use of force reports and pursuit reports.

j. Cover for the Administrative Assistant in his/her absence.

k. Cover for the Prosecution Assistant in his/her absence.

l. Perform specialized projects at the direction of the Prosecuting Attorney.

m. Communicate effectively, both orally and in writing with the general public.

n. Maintain a high level of proficiency with the department’s computer record keeping management system (IMC).

o. Perform such other duties as required by the Chief of Police or other proper, higher authority.

This classification should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  

Other Training, Skills and Experience Requirements: 

· One year experience in an office environment; municipal preferred.

· Ability to deal successfully with public.

· Possess ability to receive and transmit information accurately.

· Be free of any conditions that results in a person not being able to perform the essential functions, with reasonable accommodation, of an Administrative Records Clerk as determined by a physician under contract with this agency.  
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Education & License/Certification Requirements:


· High school diploma or GED.

· Valid NH drivers license.  

· Any equivalent combination of education and experience, which demonstrates the required knowledge, skills, and abilities.

Schedule:  Monday-Friday 8:00am-4:30pm or as determined by the Chief of Police. Additional hours for other assignments when needed.


