
 
 

 
 

Supplemental Questionnaire must 
be submitted with application by 

the final filing date to be considered 

POLICE RECORDS SUPERVISOR 
OPEN 

HUMAN RESOURCES | 300 FIRST STREET | WOODLAND, CA 95695 | PH: 530-661-5811 | FAX: 530-661-5813 

    
 
 Posting Date: February 28, 2023     Final Filing Date: March 14, 2023 

THE CITY OF WOODLAND INVITES YOUR APPLICATION FOR 
POLICE RECORDS SUPERVISOR – FULL TIME 

Salary (Current): $5,202.44 - $6,323.63/mo. plus Excellent Benefits 
Salary (eff. July 2023): $5,306.48 - $6,450.10/mo. plus Excellent Benefits 

 
THE POSITION 
This is a non-sworn position within the Police Department.  This position is the entry level 
supervisorial position in the records division.  This class is distinguished from the Senior 
Police Records Specialist because they are responsible for all functions of the division.  This 
includes planning, organizing, coordinating and evaluating personnel and work activities of 
the records division, including the preparation, processing, indexing, storing, retention and 
disposition of police records.  The purpose of this recruitment is to fill a current vacancy, 
as well as establish an eligibility list for future vacancies. 
 
IDEAL CANDIDATE 
The Ideal Candidate will possess Police Records supervisory experience; excellent written 
and oral communication skills; proven knowledge of records management systems; 
experience with document digitations.  The Ideal Candidate must be detail oriented and 
highly organized; demonstrate skills in customer service and conflict resolution. 
 
ESSENTIAL JOB FUNCTIONS 
Manage the daily operation of a complex records division to ensure efficiency and 
compliance with laws, policies, and procedures.  Oversee the preparation, processing, 
storage, retention, destruction and disposition of incident, traffic, and criminal records and 
warrants. Direct sealing of police records and coordinate the purging of records. Provide 
systems management, file maintenance, and quality control functions for the Police 
Department's automated records management system. Ensure that all department records 
are properly maintained, distributed, filed, and purged in accordance with federal and state 
guidelines; and appear in court as required to serve as the custodian of such records. 
Oversee the release of criminal offender record information to interested parties as 
appropriate. Responds to Subpoena Duces Tecum and Orders to Produce Evidence.  Train, 
supervise and evaluate personnel. Approve work schedules and leave requests to provide 
adequate coverage on all shifts for assigned services. Provide technical assistance to 
records division staff. Monitor and review the workflow of records maintenance and upkeep.  
Regular, predictable, consistent and timely attendance is an essential function of the position, 
in that Employee must be present at work to complete assigned tasks. 
 
 



 
 

OTHER JOB FUNCTIONS 
Ensure that goals and objectives for the Police Records division are met. Evaluate current 
polices and provide recommendations and implement policies, procedures, and modern 
management methods and techniques. Maintain and update procedural and related 
materials. Respond to difficult citizen complaints and requests for information. Prepare and 
maintain reports and records.  Ensure compliance with policies, procedures and legal 
mandates.  Implement compliance with federal, state, and local mandates for release of 
information. Testify in court and other legal hearings regarding police records and 
procedures.  Perform related duties as assigned. 
 
QUALIFICATIONS 
Any combination of education and experience that would likely provide the required 
knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities 
would be: 
 
Education 
High School diploma supplemented by college-level coursework or specialized training in 
Business Administration, Criminal Justice, or a closely related field. 
 
Experience 
Four (4) years of increasingly responsible law enforcement administrative duties such as 
records management experience, including two (2) years of lead or supervisory responsibility 
similar to a Senior Records Specialist with the City of Woodland.  Experience to be with law 
enforcement or public safety related records preferred. 
 
License or Certificate 
Possession of a valid California Driver’s License is required upon hire.  Records Supervisor 
Certificate from POST is desirable; must be obtained within two (2) years of hire. 
 
APPLICATION 
Apply with a City of Woodland application by visiting www.cityofwoodland.org/employement or 
the Human Resources Office, City Hall, 300 First Street, 2nd Floor, Woodland, CA 95695, by 
5:00 PM on Tuesday, March 14, 2023.  Supplemental questionnaire must be submitted 
with application by the final filing date to be considered.  Résumés and cover letters are 
encouraged but will not be accepted in lieu of the application form. Postmarks will not be 
accepted.   
 
Review Process:  Based on the information provided in the application documents, the best 
qualified applicants will be invited for further examination.  All applicants meeting the minimum 
qualifications are not guaranteed advancement through any subsequent phase of the 
examination.  Depending upon the number of applications received, the examination may 
consist of an application screening, written and/or practical exam, oral interview or any 
combination thereof.   
 
If you have a disability that requires accommodation during the selection process, please 
notify Human Resources at least seven days prior to the event.  



 
 

Virtual panel interview is tentatively scheduled for the week of March 20, 2023. 
 
 

 
BENEFITS 
Salary (Current):  $5,202.44 - $6,323.63/month ($2,401.12 - $2,918.60/bi-weekly) 
Salary (eff. July 2023): $5,306.48 - $6,450.10/month ($2,449.14 - $2,976.97/bi-weekly) 
Retirement: CalPERS Retirement System (2% @ 60 Formula for Classic 

CalPERS members and 2% @ 62 Formula for new CalPERS 
members).  The City does not participate in Social Security 

Deferred Comp:  Choice of deferred compensation plans (Traditional and Roth) 
Medical:  CalPERS Medical Insurance Plans, including HMOs and PPOs 
  City gives an allowance towards the cost of insurance 
  Maximum Family Allowance for 2023: $2,596.76 per month 
Dental/Vision:  City paid Delta Dental and EyeMed Vision Insurance 
LTD:  Wage protection for long term disabilities 
Life Insurance:  City provides $50,000 life insurance policy 
Supplemental Benefits: Voluntary Supplemental Life, Cancer & Accident Only insurances, 

and Flexible Spending Accounts available 
Vacation: 6.7 hours per month for the first three years 
Sick Leave:   10 hours per month 
Holidays:   8.3 hours per month vacation leave in lieu of holiday time off 
Bilingual Pay:  $200 per month upon bilingual certification 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The City of Woodland hires only U.S. citizens and individuals lawfully authorized to work in the U.S. 
The City of Woodland is an Equal Opportunity Employer 



 

(CONTINUED ON NEXT PAGE) 

POLICE RECORDS SUPERVISOR 
SUPPLEMENTAL QUESTIONNAIRE 

 
The purpose of this supplemental application is to obtain enough job-related information 
to select the best qualified applicants to continue in the selection process. Completion of 
this form is a required part of the selection process and must be submitted with your 
employment application by the final filing date.  Candidates who do not complete this 
supplemental application will be eliminated from further consideration. Content, 
clarity and completeness of answers are factors which will be considered in the 
evaluation process.  Omitted information cannot be considered or assumed.  Please 
limit your responses to no more than one page per question and do not provide any 
additional information or materials other than the information requested herein. Attach 
the answers to this supplemental application and number each answer accordingly. 
Please answer the following questions: 
 
 
1. Do you possess a high school diploma, supplemented by college-level coursework 

or specialized training in Business Administration, Criminal Justice, or a closely 
related field?    

 
 
2. Do you possess at least four (4) years of increasingly responsible law enforcement 

administrative duties, such as records management experience, including two (2) 
years of lead or supervisory responsibility similar to a Senior Records Specialist with 
the City of Woodland?   
 
 

3. Do you possess a valid California Driver’s License?    
 
 

4. A Records Supervisor Certificate from POST is desirable.  Do you possess a 
Records Supervisor Certificate from POST?  If so, please indicate date of issuance. 
 
 

5. What type of Law Enforcement Training have you completed?  Please list class 
names and location of class. 

 
 

6. Do you have any experience completing Uniform Crime Reporting (UCR) reports 
including analysis of data collection from the seven data files?   



 
7. What law enforcement records management systems (RMS) are you familiar with?  

Include a summary of your RMS experience. 
 

 
8. Describe the types of Public Records Requests you have processed. 

 
 

9. Describe the types of subpoenas you have processed. 
 
 

10. Are you capable of passing a law enforcement professional staff background 
investigation? 
 

--------------------------------------------------------------------------------------------------------------------- 
I certify that the information I have provided is accurate and completed to the best of my 
knowledge.  I understand that any falsification may cancel any terms, conditions, or 
privileges of employment with the City of Woodland. 
 
NAME (Please Print): _____________________________________DATE: _________ 
 
SIGNATURE:___________________________________________________________ 


