
 

 JOB VACANCY ANNNOUNCEMENT:  
RECORDS Manager (40 HOURS PER WEEK)  

 
The Town of Rindge Police Department has an opening for a Time Records Manager (40 hours a week). 
The Records Manager position performs secretarial work and administrative support duties in 
maintaining and tracking records and procedures essential to department activities in court 
proceedings. The Records Manager works under the general supervision of the Chief of Police.  
Additional position responsibilities of the Records Manager position include the following:  
 
1.  Performance of general secretarial and office duties of both a public and highly confidential nature,          

requiring individual initiative and independent judgment making decisions.  
2.  Preparation of a variety of correspondence, memorandums, forms, and reports, when necessary.  
3.  Processing and filing of complaints (violations, misdemeanors, and felonies), which requires 

follow up research, photo copying, the issuance of a court appearance date, along with a court 
docket.  

4.  Document scanning and storage of all completed and/or adjudicated records documents.  
5.  Control the removal of any record, police report, or written communication.  
6.  Perform Right to Know requests according to NH State law and guidance of NH AG memo 
7.   Created online request form for records 
8.   File State Accident reports and Summons to DMV 
9.   Maintain all office supply needs and order new supplies when needed 

10.  Detail invoice billing 
11.  Answering phone calls and handling walk-ins 
 
Successful applicants must be well-organized, professional, and possess a positive and friendly 
demeanor. Additionally, candidates must possess the skills, knowledge and ability to perform the job 
function of a police Records Manager; including basic computer application skills in word processing, 
document transcription, database entry, and general business office duties. Applicants must also 
possess a high school diploma or equivalent G.E.D. Specialized training and/or experiences in areas of 
records management, use of IMC.  Candidates must be able to successfully pass a background check 
which may include polygraph examination and drug testing. 
 
Pay range is $18.90 – $22.04/hour depending on experience and certifications.  This position offers full 
benefits to include health, dental and contribution to Group 1 NH retirement.  Hours are Monday – 
Friday weekends and Holidays off.   


