Signed form must be returned with completed City of West Linn application


RECORDS SPECIALIST (POLICE DEPARTMENT)
[bookmark: _GoBack]ESSENTIAL FUNCTIONS


Must have ability to work a regular schedule established for the position

Ability to communicate clearly, concisely and effectively with the general public

Ability to operate telephone and computer

Ability to collect monies, make change, maintain records and enter tickets and citations into computer.

Ability to maintain composure during chaotic circumstances

The employee is required to sustain an effective, working relationship with a variety of people (i.e. co-workers, peers and supervisors).


The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

I have read and understand the essential functions of this position and I am able to perform the essential functions of the Records Clerk position as outlined above.

                                                                                                                                                    
												
Signature      						Date


