
 

Police Records Management Technician 
 

Full Time 

$33,529 

Full Range of Benefits 

Open until filled 

The Police Records Technician is responsible for preparing and 
maintaining a variety of correspondence, forms, memorandums, reports, 
routing requests, requisitions, etc. Furthermore, technicians are required 
to securely maintain sensitive and confidential data and the identification 
through the understanding of what constitutes important information of 
evidentiary value. Providing timely responses to all requests for Public 
Information Act (PIA), and Freedom of Information Act (FOIA), and all 
other requests as directed. Ensures accuracy of daily reports before 
submission and collects and correlates crime data to be reported to the 
FBI for mandated NIBRS reporting.  

No prior experience is required; however, experience in clerical/office 
records management, or equivalent training, education preferred. 

 

High school Diploma or G.E.D. 
 

Must possess a valid driver’s license and pass 
a drug screen/background investigation. 


