HILLSBOROUGH COUNTY
SHERIFF’S OFFICE

=S — — 1
CHAD CHRONISTER, SHERIFF

Senior Public Records Specialist

Job Code: W2781

Pay Grade: WK

Pay Scale:  $23.52-$35.97 Hourly; $48,921.60-$74,817.60 Annually
Exempt: No

OVERVIEW
Manage public records requests while processing sensitive materials through redaction, legal audit,
and secure release.

DUTIES & RESPONSIBILITIES

Duties may vary based on assignment.

KNOWLEDGE & ABILITIES

SKILLS

Written Communication
Data Entry
Detail-Oriented
Multitasking

Public Records

Task Organization
Verbal Communications

WORKING CONDITIONS

MINIMUM EDUCATION & EXPERIENCE
. OR
REQUIRED PRE-EMPLOYMENT TESTING

REQUIRED POST-EMPLOYMENT TESTING

ADDITIONAL JOB REQUIREMENTS

. The duties and responsibilities on this job description represent the essential functions that
an employee must be able to satisfactorily perform with or without reasonable
accommodations. Reasonable accommodations shall be made upon request to enable
employees with disabilities to perform the essential functions of their job, absent undue
agency hardship. The Sheriff’'s Office retains the right to change or assign other duties to this
job as necessary.
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