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	Position:
 Police Records Clerk
(18 hours/week)
Department:
 Police Department
Salary Range:
$11.78/hour
Application Deadline:
July 1, 2008


	Description:
	An employee in this position enters incident, arrest, accident, and citation reports into police records management system.  Must have clerical skills; ability to understand and follow oral and written instructions; ability to establish and maintain good working relationships with other employees and the general public; tact and courtesy a must.


	Minimum Requirements:
	Completion of a standard high school course supplemented by experience in recordkeeping and general training in clerical and office work; or any equivalent combination of experience and training which provides the required knowledge, skills, and abilities.


	Hours:
	Schedule varies – must be flexible in scheduling the 18 hours per week.


	Other Information:
	A background investigation will be conducted to ensure integrity of applicant handling sensitive information.


	How to Apply:
	Applications will be accepted at the Human Resources Department, 413 N. Main Street or NC Employment Security Commission, 470-A N. Broad Street, Mooresville, NC.  Applications can also be downloaded from the website: www.ci.mooresville.nc.us.  Resumes will NOT be accepted in lieu of a Town of Mooresville application and applications will NOT be accepted after the closing date.
  

	Benefits:
	This is a part-time temporary position with no benefits.
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