
 
 
 
 
 

L A M A R   C O U N T Y, T E X A S 
JOB DESCRIPTION  

 
 
 
IDENTIFICATION: 
 
POSITION Records Clerk  IMMEDIATE SUPERVISOR Scott Cass-Sheriff 

DEPARTMENT Sheriff’s Officer CLASS STATUS Non-Exempt 

 
JOB SUMMARY: 
 
Performs a variety of clerical duties in support of functions of the Sheriff's Office.  
Work involves performing data entry-related duties, independently preparing routine correspondence; compiling 
information for reports; maintaining files of a variety of records, documents, and correspondence; and processing 
receipts for payments. Employee is responsible for screening and handling a variety of routine inquiries by 
telephone and in person. Employee must exercise independent judgment and initiative in completing 
assignments. Plans and organizes daily work routine. Establishes priorities for the completion of work in 
accordance with sound time-management methodology, avoids duplication of effort. Reports to the Sheriff.  
 
PRINCIPAL DUTIES AND RESPONSIBILITIES: 

1. Performs data entry function including legal processes: updating computer files.   
2. Performs a layer job for the Bonds clerk when out or on time off.  
3. Maintains accurate records for citation recording, fingerprints, jail filing etc.  
4. Accurately records and figures jail time and reports to the Jail and District Clerk such findings.   
5. Receives records, delivers and reviews legal processes and reports to appropriate agencies.  
6. Attends staff meetings.  
7. Answers telephone and greets visitors; receives inquiries and provides information or refers inquiries to 

appropriate personnel.  
8. Establishes and maintains a variety of files and records for the Sheriff and Detention. 
9. Assist/prepares Civil Process monthly reports.     

 
EDUCATION, KNOWLEDGE, SKILL AND ABILITY REQUIRED: 

1. Graduation from high school, or GED equivalent and preferred 3 years of experience in record 
management and/or administrative work; or any equivalent combination of training and experience 
which provides the required knowledge, skills and abilities.  

2. Must possess basic typing and computer skills. 
3. Must attend and pass a TCOLE Telecommunicators course and licensing from TCOLE. 
4. Must attend and keep current Telecommunications licensing required by the Lamar County Sheriff’s 

Office. 
 



 
 
WORKING CONDITIONS: 

1. Subject to activity that could be life threatening or cause physical harm. 
2. Subject to extended hours of duty sufficient to cause fatigue and moderate stress. 
3. Subject to working hours beyond the normal posted work schedule. 
4. Subject to “on-call” duty. 
5. Requires occasional travel. 
6. Must be able to exert up to 15 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull, or otherwise move objects.  
7. Sedentary work involves sitting most of the time but may involve walking or standing for periods of 

time.   
 

ADDITIONAL FUNCTIONS AND REQUIREMENTS:  
1. Assists in the inventory, ordering, and requisitioning of supplies.  
2. Assists the Telecommunications staff when necessary.  
3. Functions as the Custodian Of Records in Open Records Requests. 
4. Must be able to obtain a Notary Public in the State of Texas. 
5. Employee will have a general knowledge of the policies and procedures, organization and function of the 

Sheriff's Office.   
6. Is able to interpret policy and procedural guidelines and to resolve problems and questions. 
7. Is able to communicate effectively in oral and written form.  
8. Is able to exercise independent judgment, discretion and initiative in completing assignments and 

handling difficult public contact situations.  
9. Is able to maintain the confidentiality of cases, files and persons as they relate to the Sheriff s Office.  
10. Is able to establish and maintain effective working relationships as necessitated by work assignments. 
11. Maintains an enthusiastic, self-reliant and self-starting approach to meet job responsibilities and 

accountabilities. 
 
 
 
 
 
 
    
****Note: The above declarations are not intended to be an “all-inclusive” list of the duties and 
responsibilities of the job described, nor are they intended to be such a listing of the skills and ability required 
to do the job. Rather, they are intended to describe the general nature of the job. **** 
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