Job Opportunity
Records Specialist - Police

[bookmark: _GoBack]$19.38 - $25.23 per hour.  This is a part time (20 hrs./wk.), represented, and benefitted position. 

The City of West Linn Police Department is seeking an exceptional Records Specialist to perform a variety of clerical and secretarial functions at the West Linn Police Department. 
This position performs a variety of specialized clerical and secretarial functions as well as receptionist duties requiring knowledge of police department routines, policies and procedures. Receives, processes, records and distributes information and reports within established guidelines. Schedule is Monday through Friday from 1:00 p.m. to 5:00 p.m.
Minimum qualifications include graduation from high school or completion of the equivalent GED certificate. Two years’ experience in performing receptionist and secretarial duties. Police related clerical experience highly desirable. Specialized skills required include accurate data entry abilities and ability to communicate clearly, tactfully and courteously, and ability to operate office equipment; such as, a desktop computer, copier, fax machine and multi-line telephone. Must obtain LEDS certification within six months of appointment.
Interested and qualified individuals must submit: A completed City of West Linn application, letter of interest, and a resume to the Human Resource Department, West Linn City Hall, 22500 Salamo Road, West Linn, OR 97068, by June 23, 2015. Application packets are available at http://westlinnoregon.gov/jobs, or by calling (503) 657-0331. EEO.

West Linn provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In addition to federal law requirements, West Linn complies with applicable state and local laws governing nondiscrimination in employment in every location in which West Linn has facilities.
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Veterans Preference: The City of West Linn provides qualifying veterans and disabled veterans with preference in employment in accordance with state law. Any candidate wishing to have their qualifying veteran’s preference applied to the process must submit a qualifying document (DD Form 214 or 215) at the time of application, providing proof of eligibility that includes discharge status. Disabled veterans must also submit a copy of their Veteran’s disability preference letter from the US Department of Veterans Affairs at the time of application, unless the information is included in the DD Form 214 or 215.
CITY OF TREES, HILLS AND RIVERS     ●     WESTLINNOREGON.GOV
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