PROCESSING ASSITANT IV
GENERAL STATEMENT OF DUTIES
The Sheriff of Lenoir County is a constitutionally elected official who is responsible for the safety of the citizens of Lenoir County.  The Sheriff is tasked with many responsibilities including public safety, operation of a detention facility, service of civil process, issuance of various permits and assisting the public.  The Sheriff has many employees assigned to various divisions to assist with accomplishing these responsibilities. 
The Processing Assistant IV in the Records and Detention Divisions of the Lenoir County Sheriff’s Office represents and assists the Sheriff with various clerical duties and is one of the main divisions that assist the public.  Under general supervision, the Processing Assistant IV performs a variety of clerical work in the processing of forms, records and reports for the Sheriff of Lenoir County and the Lenoir County Sheriff’s Office.
It is the mission of the Lenoir County Sheriff’s Office to provide its citizens with professional, effective, skilled, proactive, and meaningful law enforcement in which to create and maintain a safe and secure community using state of the art technology paired with contemporary crime suppression and reduction strategies, and accomplished by a collaborative relationship with the people it humbly serves.  As a staff member of the Lenoir County Sheriff’s office, the Processing Assistant IV will remain professional and courteous to the public and fellow employees while producing work that assists the Sheriff with the mission of the Office.
DISTINGUISHING FEATURES OF THE CLASS
Work involves acting as receptionist for customer service, assisting public with applications, reports, initiating action, maintaining records, preparing reports and performing other general office duties. Employee is responsible for accurate storage and retrieval of reports and various other data. Employee must exercise independent judgment and initiative in performing assigned duties. This employee is exposed to highly sensitive information that requires the employee to understand and follow rules of confidentiality. This employee is required to work both independently and as a group with other Sheriff’s Office employees to accomplish the work of the Sheriff as a whole.  This employee must also exercise tact and courtesy in contact with departmental employees and the general public.  
Clerical Assistant IV in the Administrative Records Office Division reports to the Major / Chief Deputy.
Processing Assistant IV in the Administrative Detention Office reports to the Captain of the Detention Center
ILLUSTRATIVE EXAMPLES OF WORK
· Operates various internal and external record management systems

· Reviews, prepares, types, codes and enters incident, arrest, gun, field interview, civil process and other reports into computer systems

· Functions as a Notary and notarizes legal forms and other documents.  This position must also receipt money for fees when appropriate.  Collects money for various application fees, sheriff fees, etc. and keeps accurate count of funds.  Reimburses employees for expenses out of Sheriff’s Office Funds
· Types letters and correspondence for Sheriff’s Office staff as requested or assigned by the administrative command staff; answers incoming telephone calls and greets visitors, and routes them to the proper person or depart​ment; answers questions regarding routine matters.

· Operates a computer, running Division of Criminal Information checks.

· Retrieves various reports, documents, warrants, etc., from computer files.

· Collect Fingerprints for permits or as paid for by public

· Reviews and authorizes gun permits, concealed weapons permit, incident reports, arrest reports.  
· Prepares and files periodic operational reports
· Assists or assumes duties of other office clerical workers, as assigned or as necessary.
· Performs other related work as requested by the Sheriff of Lenoir County or designee.
KNOWLEDGE, SKILLS AND ABILITIES
· Has general knowledge of modern office practices and procedures
· Has general knowledge of arithmetic, spelling, grammar, punctuation and vocabulary
· Is skilled in organizing work flow and coordinating activities. 
· Is skilled in the operation of computers, multi-line phone systems, associated data processing equipment, internal records managements systems, copier, scanner, fax and email.

· Is skilled in the use of multi-line phone systems

· Is able to analyze and interpret policy and procedural guidelines and to resolve problems and questions. 
· Is able to maintain a variety of clerical records and to compile data from such records. Is able to research program documents and narrative materials, and to compile reports from information gathered.
· Is able to develop and modify work procedures, methods and processes to improve efficiency. 
· Is able to communicate effectively orally and in writing. Is able to exercise considerable tact and courte​sy in frequent contact with the public.
· Is able to establish and maintain effective working relationships with public and coworkers as necessitated by work assignments.
· After gaining experience, will have knowledge of county and Sheriff policies, general knowledge of laws, ordinances, and policies related to law enforcement 
MINIMUM REQUIREMENTS, EDUCATION AND EXPERIENCE


· Graduation from high school / G.E.D. required and 1 to 2 years of experience in clerical work and computer operations preferred, preferably in a position involving public contact; or any equivalent combination of train​ing and experience which provides the required knowledge, skills and abilities.

· Working Knowledge of Microsoft Word, Excel, computer processing, collections of money and fees, use of copier.
· Ability to learn and use internal computer systems with instruction.

· Must be able to obtain certification by the North Carolina State Bureau of Investigation's Division of Criminal Information in operation of the Division of Criminal Information Network within one year of hiring.
· Must possess or obtain certification by the North Carolina Secretary of State as Notary Public within 6 months of hiring.
· Must possess NC Driver License or Identification Card

· Must have transportation to and from work for assigned working hours of Monday through Friday 8:00 a.m. to 4:30 p.m. or 8:30 a.m. to 5:00 p.m.

· Must not have any felony convictions. Misdemeanors will be reviews with few exceptions. Criminal History will be reviewed. 

Physical Requirements
Must be physically able to operate a variety of machinery and equipment including typewriters, computers, printers, copiers, facsimile machines, etc. Must be able to exert up to 10 pounds of force occasionally, and/or up to 5 pounds of force frequently, and/or a negligible amount of force constantly to move objects. Physical demand requirements are in excess of those for Sedentary Work. Light Work usually requires walking or standing to a significant degree. However, if the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work. 


