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CITY OF NORTH RICHLAND HILLS

POLICE RECORDS SYSTEM MANAGER 14-071-082514C

SALARY:  $46,286 - $69,430/yr depending on qualifications
JOB DESCRIPTION: The purpose of this position is to facilitate administrative support to the Police Department through the Police Records Section by maintaining the department’s management system and serving the needs of the public as they relate to police records.  This is accomplished by maintaining the official version of police records and acting as the Custodian of Records for the Police Department.  Other duties include managing the day-to-day operations of the Records Section, administering statistical reports, maintaining equipment for the Records Section, providing various related services as required, and interacting with other City employees and citizens.  This position provides direction to other employees, creates budgets, and manages expenditures.

REQUIRES: High School Diploma or GED; Valid Texas Class C Drivers License, School of Police Supervision, The Southwestern Law Enforcement Institute, Basic Telecommunication TCIC/NCIC Procedure School certification, and Basic Techniques of Instruction License within one year of employment as a condition of continued employment.

TO APPLY:  Visit www.nrhtx.com to download your Personal History Statement.

POLICE PROPERTY AND EQUIPMENT MANAGER 14-070-082514C

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]SALARY:  $46,286 - $69,430/yr depending on qualifications

JOB DESCRIPTION: The purpose of this position is to provide purchasing support to the public safety departments and to supervise personnel in the Property Section of the Technical Services Division to include property and evidence, police and fire uniform and related equipment, and police fleet equipment. This is accomplished by analyzing and managing public safety purchases; contacting, meeting, and negotiating with vendors and outside businesses regarding research, field testing, and acquisition; ensuring purchases are in compliance with City regulations, policies and procedures.  This position is responsible for inventory control, order verification, and processing orders and returns for all public safety employees; the issue and delivery of received items/equipment; conducting research for future needs and purchases; provide customer service support to departments and vendors, address vendor issues that arise, assist with bid specifications and tracking contracts; and preparing and tracking the annual budget for both public safety department equipment and uniform purchases.  Other duties may include producing reports of purchases, assist in the formal bid proposal specification process, provide support in developing proposals and sealed bid specifications, and communicate with the budget department for approval of purchases.  This position also performs other duties as assigned.
REQUIRES: High School Diploma or GED; college hours equivalent to Associates Degree (60 hours). Bachelor degree is preferred.  Valid Texas Class C Drivers License. Three years of inventory/equipment management and 1 year of supervisory experience, along with knowledge of advanced procurement procedures and practices are preferred. Three years of experience with purchasing, inventory.

TO APPLY:  Visit www.nrhtx.com to download your Personal History Statement.
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