CITY OF SALEM
POLI CE PROPERTY TECHNI ClI AN 00404

NATURE OF WORK

This is responsi ble work in the managenent, storage, and records
mai nt enance of police evidence and property, andinthe acquisition
and di sbursenent of a variety of supplies, equi pnent, services, and
recovered property for the Police Departnent.

Work invol ves responsibility for receiving and storing evidence
related to a variety of police investigations, acquiring and
di spensing a w de range of supplies utilized by the Police
Departnment, and mai ntai ni ng conputerized records of evidence and
property inventory for the Police Departnent includingthe event ual
di sposition of evidence according to regul ati ons. Work i nvol ves
property handl i ng and storage t echni ques for evi dence itens whi ch may
be unsanitary or require special storage.

Work i s performed with consi derabl e i ndependence based on Depart nent
operating procedures, specified goals of the supervisor, and
purchasi ng regul ations. This 1s not a full supervi sory
classification, but work direction of volunteers or assistants or the
training of new enpl oyees is expected.

This classification is distinguished from the Police Records
Technician by the responsibility to manage, properly store, and
account for all stored police evidence and property for the Police
Depart ment with consi derabl e i ndependence. It is distinguishedfrom
t he Pol i ce Conmuni ty Servi ces Supervi sor by t he absence of authority
to supervise others.

| LLUSTRATI VE EXAMPLES OF WORK

(Any singl e positionof aclassw Il not usually involve all of the
essential duties |listed and some positions may i nvol ve essenti al
duties which are not listed.)

Recei ves, manages, and accounts for all evi dence and property inthe
custody of the Police Departnent ensuring conpliance with state
statutes, city ordi nances and departnental procedures; nmaintains
necessary records regardi ng t he handl i ng of property and evi dence.
Oversees rel ease of police evidence to attorneys and | aw enf or cenent
agenci es. Records, tags and stores evidence within established
gui delines. Testifies in court regarding chain of evidence.
Coordi nates t he di sposi tion of uncl ai med properties which are not
| onger utilized for evidence purposes.



POLI CE PROPERTY TECHNI ClI AN ( CONTI NUED. . .) 00404

Responds to conpl aints and questions from the public regarding
property, handling of evidence, acquisition and disposition.

Devel ops, mai ntai ns and nonitors i nventory and vendor and servi ce
contracts. Orders equi pnent, supplies and uni fornms used on a regul ar
basis. Arranges for necessary repair of equipnent.

Mai nt ai ns det ai |l ed conput eri zed records of police property novenment
and i nventories. Unpacks i ncom ng materi al s and suppl i es; conpares
del i very recei pt with purchase order and i nspects condition of goods.
Verifies correct price charged for equi pnent and supplies and
aut horizes paynment by the Finance Departnent. Develops bid
specifications and solicits proposals.

Devel ops procedural nmethods to i nprove Police Departnent operations
and security of property and evi dence received.

Negot i at es and adm ni sters departnental contacts for supplies and
services including responding to, investigating and nmaking
recommendati ons regardi ng qual ity and quantity of services and/ or
goods as prescribed in the specifications.

Perfornms other work as required.
WORK QUALI FI CATI ONS

Consi der abl e experience of a progressively responsi ble nature in
property managenent with sonme experience in conputerized record
managenent and i n t he acqui sition of supplies and t he di sbursenent of
i nventory, experience with storing police evidence is desirable;
course work or trainingin property managenent and conput er systens;
or any equival ent conbi nati on of experience and training which
provi des the foll ow ng know edge, skills, and abilities:

Thor ough knowl edge of the Police Departnment's regulations,
procedures, and ordi nances regardi ng police evidence, chain of
cust ody, and gover nment purchasi ng regul ations; or the ability to
acqui re such know edge within probationary peri od.

Consi der abl e know edge of conputerized record systens.



POLI CE PROPERTY TECHNI ClI AN ( CONTI NUED. . .) 00404

Know edge of state and federal privacy and security | aws as rel ated
to police records.

Consi der abl e knowl edge of police evidence and i nvent ory mai nt enance
procedures, including handling of potentially hazardous evidence.

Know edge of store keepi ng or warehouse procedures.

Know edge of supplies, materi al s and equi pnent for determ nati on of
prescri bed specifications.

Consi derable skill in the operation of a mainfranme term nal and
personal conmputer and other nodern office equipnent such as fax
machi nes, cal cul ators, and copiers.

Consi derable ability to plan and organi ze work during conti nual
i nterruptions.

Consi derabl e ability tolearn and apply City of Sal empur chasi ng and
requi sition procedures within the probationary period.

Abi ity to conduct research and devel op procedures and gui delinesto
i nprove Police property operations.

Consi derabl e ability to conmuni cate effectively, bothorally andin
writing, and conpose technical specifications for the purchase of
goods or services.

Ability to maintain records in a tinmely, accurate and organi zed
manner .

Ability to work with diverse groups of people.

Ability to maintain records in a tinmly, accurate and organi zed
manner .

Possession of avalid Oregondriver's license, or aCl ass Clicense
and the ability to neet City driving standards is desirable.

Must be able to pass a police background check.
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Ability to lift heavy stock itens up to 55 pounds. Work invol ves
bendi ng, stooping, reaching, and clinbingto store various itens of
evi dence. Work hours vary froma traditional 8 to 5 work day
i ncl udi ng sone hol i day, eveni ng, early norning, and weekend wor K.
Wor k i nvol ves handl i ng evidenceitens with safety precauti on which
may be awkward to handl e, unsanitary, or which require special
storage. Work i nvol ves i nterruptions, handling a vari ety of goods,
working with a wi de vari ety of people, sone of which may be upset
about the confiscation of property by | awenforcenent authorities.
Wor k occasi onal |y requi red appearance in court procedurestotestify
about the chain of custody of evidence. Work invol ves sufficient
concentration to maintain

accurate, conputerized records of evidence received, issued, and
destroyed and for the preparati on of detail ed purchase docunents and
the inventory of police property.
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