
CITY OF SELMA 
INTERNAL/EXTERNAL JOB POSTING 

The following position is available with the City of Selma. Applications are available in the Personnel 

Department located at City Hall, 222 Broad Street, Selma, AL 36701. Please contact the Personnel 

Department at (334) 876-1219 with any question. Email resume to: lrutledge@selma-al.gov. 
DEADLINE FOR TRANSFER REQUEST, APPLICATIONS AND RESUMES ARE ACCEPTED UNTIL MONDAY, 

APRIL 29, 2024, 4:30 P.M. 

FRINGE BENEFITS INCLUDE INSURANCE RETIREMENT, HOLIDAYS, PAID VACATION AND SICK LEAVE 

Note: Statements included in this description are intended to reflect in general the duties and responsibilities of this 
job and are not to be interpreted as being all-inclusive. The employee may be assigned other duties that are 
not specifically included. 

Relationships 

Position: 

Reports to: 
Desk Clerk 
Captain 
None Subordinate Stall: 

Department: Police Department 
Location: 4555 Water Avenue, Selma, Alabama 36701 

Regular, Full-time Status: 
Schedule: Monday- Friday 
Rate of Pay: $12.00 per hour 

Internal Contacts: All City Departments 
External Contacts: General Public; School Personnel; Parents 

Job Summary 
Under the supervision of the Captain, the employee performs administrative and receptionist duties relating to the 
Police Department. The employee prepares and files correspondence; and enters information into the National Crime 
Information Center (NCIC) system. The employee prepares and reviews required reports and assists with other 
departmental administrative activities. Work is performed in accordance with well-defined procedures, established 
rules, regulations, and instructions from superior o!!icers; work is reviewed upon completion. This job is considered 
safety-sensitive and is subject to pre-employment background check and random drug screens. 

Essential Functions 

ESSENTIAL FUNCTIONS: The following list was developed through a job analysis; however, it is not exhaustive and 
other duties may be required and assigned. A person with a disability which is covered by the Americans with 
Disabilities Act (ADA) must be able to perform the essential functions of the job unaided or with the assistance of a 
reasonable accommodation. 

ESSENTIAL FUNCTION: Front Desk Administration. The employee performs various administrative duties 
required by the Department. 

1. Performs receptionist duties for citizens entering the Department.
2. Generates incident reports for walk-in complaints.
3. Receives and sorts incident/ offense and arrest reports according to time report was taken.
4. Prepares Recap sheet from reports.
5. Copies and distributes recap sheets to department.
6. Makes copies of reports and distributes to appropriate departments; forwards original report to

7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 

Records Unit.
Assists customers and visitors with filing reports or directs to appropriate personnel.
Answers questions regarding filing procedure and directions.
Assists officers by retrieving reports, dockets card and identification photos.
Maintains extra patrol log of areas requiring additional patrol units.
Processes incident, accident and arrest reports filed by patrol o!!icers.
Processes traffic and non-traffic citations.
Enters data into the NCIC system.
Maintains Department files.
Collects monies for vehicles releases and copies of reports.
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