
Police Records Clerk 

 

Announcement Date:  11-30-2021 

Filing Date:   12-10-2021 

Number of Positions:  One (1) 

Job Title:   Police Records Clerk 

Work Site:   Public Safety Building  

Hours of Work:  80 hours per pay period, 11pm-0730am shift, Sunday thru 

Saturday as scheduled: pursuant to administrative policies 

and collective bargaining.  

Overall Responsibilities:  Perform skilled and routine tasks in preparation and 

maintenance of police records, data entry, answering 

telephones, dealing with the public in a professional manner, 

sustain confidentiality of all information, and monitoring 

prisoners.  

Minimum Qualifications:  

1. Thorough knowledge and skill in the operation and use of personal computers and 

applicable software. (Microsoft Office)  

2. Thorough knowledge of modern office procedures and practices.  

3. Attention to detail: Due to the nature of this position, employees must be precise 

and attentive to details. Much of the work requires accuracy and patience.  

4. Ability to express oneself clearly and concisely, both verbally and in writing. The 

employee must be able to deal tactfully and courteously with the public and to 

establish effective working relationships with other employees and supervisors.  

5. Ability to work shifts and weekends.  

6. Ability to accept and share responsibility for the satisfactory completion of assigned 

duties.  

7. Graduation from high school or equivalent with experience and training; which 

provide the required skills, knowledge, and abilities.  

8. Ability to pass an extensive background check and physical examination, including 

a drug test. 

Starting Salary:  

First Tier employees: Promotional rate is $ 

The city will agree to provide the employees, in the second tier, to bid into the First Tier 

positions upon resignation or retirement, and these employees upon receiving the bid will 

receive one-half (1/2) of the wage differential between the Second Tier and the First Tier 



upon receiving the bid, and will receive the full rate of pay of the First Tier position one 

(1) year after receiving the bid.  

How to apply:  

AFSCME employees who wish to apply for this position must file an application within the 

prescribed time limit. Applications must be picked up and returned to the City Manager’s 

Office, Room 102, City Hall. 

PLEASE NOTE: the AFSCME contract states that vacancies must be posted for ten (10) 

working days.  

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



City of Johnstown  

Position Posting  

Police Records Clerk 

 
The City of Johnstown is accepting applications for the position of Police Records Clerk 

within the Police Department. The position performs skilled and routine tasks in the 

preparation and maintenance of police records, data entry, answering telephones, dealing 

with the public in a professional manner, sustain confidentiality of all information, and 

monitoring prisoners and other duties as assigned. Applicants must be computer literate, 

have a thorough knowledge of modern office procedures and be able to deal tactfully and 

courteously with the public and to establish effective working relationships with other 

employees and supervisors. Applicant must be able to work night shift 11p-7:30a. A high 

school diploma or equivalent with experience and training which provide the required 

skills, ability, and knowledge. The salary is $12.36 per hour or $25,709.00 per year 

annually plus standard City benefits package. 

 

Applications may be picked up between 8:00am and 4:30pm starting December 1st, 2021, 

in the City Manager’s Office, Room 102, City Hall 401 Main Street, Johnstown, PA 15901. 

Completed applications must be returned to the City Manager’s no later than 4:00pm on 

December 16, 2021. 

 

Preference is given to city residents and those willing to relocate within City limits.  

 

The City of Johnstown is an Equal Opportunity Employer and encourages women and 

minorities to apply. 

 

 

 

 

 


