
Police Clerk 

The City of Fairview Park seeks a FT Police Clerk that also functions as secretary to the Chief of 

Police and his staff. Responsible for the filing and processing of reports, records, tickets, protection 

orders, permits, licenses, etc.  May be required to dispatch, assist in jail duties, and answer police 

phone lines as needed.  

Must be able to work independently and possess excellent customer service, communication, and 

computer skills.  Experience in or ability to be trained in the use of law enforcement computer 

systems required. Starting salary is $20.51 per hour (2018 rate) plus benefits. Must pass a pre-

employment drug screen and background check. Upon hire, must join the local AFSCME Union. 

Complete job description and application can be found at www.fairviewpark.org/job-openings. A 

resume and completed application must be returned via email to chiefofpolice@fairviewpark.org 

or in person to the Police Department, no later than Monday, December 4, 2017.  Fairview Park is 

an equal opportunity employer.  

Job requirements, preferred skills and explanation of duties: 

 General secretarial and clerical work for the Chief and others in the department. 

 Inputting CAD (computer aided dispatch) records, reports and dispositions into the 

records management system. 

 Dispatch duties as needed, handling of phone and walk-in complaints. 

 Filing and processing of reports, records, tickets, protection orders, permits, and licenses. 

 Jail duties – Handle prisoner visitation. If employee is female - assist in the handling and 

searching of female prisoners, female warrant pickups. If male - assist with male 

prisoners in jail or male warrant pickups, as needed.  

 Act as Clerk of Rocky River Municipal Court for criminal complaints, TPO’s and bond 

forms. 

 Processing of money for parking tickets, report copies, public records requests, bond 

money, bicycle licenses, animal impound fees, vehicle clubbing fees, etc. Must be able to 

make change and use credit card machine 

 Respond to Motions for Discovery and Public Records Requests 

 Process and submit juvenile complaints to Cuyahoga County Juvenile Court. 

 Complete daily, monthly, and yearly reports as required by the Chief of Police and his 

staff. 

 Type reports, including but not limited to incident and traffic accident reports. 

 Prepare records, reports and case files for the City Prosecutor. 

 Oversee Records Retention for departmental reports and other documents. 

 Process traffic, minor misdemeanor and parking citations. 
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 Process and oversee the towed vehicle records and facilitate the release of towed 

vehicles. Work with the department’s designated impound towing company to dispose of 

unclaimed towed vehicles. Oversee the department’s vehicle clubbing program. 

 Assist the detective bureau with clerical work, including the entering of active warrants, 

filing of case files and processing of fingerprint cards. 

Other requirements and preferred skills 

 Must be able to be trained in the use of LEADS (Law Enforcement Automated Data 

System), NCIC (National Crime Information Center) and CCH (Criminal Case History) 

functions and pass the requisite background/security checks and the biannual 

LEADS/NCIC/CCH certification tests. 

 Must be able to be trained in the TAC computer-aided dispatch (CAD) and records 

management software. 

 Must be able to be trained in use of the 9-1-1 system and handling of 9-1-1 calls 

 Must be able to be trained in dispatching and police radio procedures 

 Must be able to be trained in the handling and searching of prisoners. 

 Familiarity and proficiency with computers, Microsoft Word, Microsoft Excel  

 Good personal communication skills 


