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CITY OF GLENDALE 
 
TITLE:    Police Property/Evid Custodian CLASS CODE:       635 
  
REPORTS TO: Property Room Supervisor GRADE:  18  
 
DEPARTMENT: Police  FLSA:  N 
 
JOB SPECIFICATION DATE:  July 1, 2005   bwg 

 
JOB SUMMARY 
 

1. Prepares letters of authorization for disposition of property. 
2. Receives and checks in property and evidence from police personnel. 
3. Packages, stores, and inventories all property and evidence received. 
4. Maintains logs of all property and evidence stored. 
5. Releases evidence for court purposes and laboratory analysis. 
6. Maintains records of disposition of evidence; photographs released property. 
7. Picks up and transports all property impounded at outlying stations. 
8. Makes accurate comparisons of articles from serial numbers and/or other descriptive features to identify 

evidence and property; searches relevant computer databases to identify property.  
9. Attempts to locate owners of property and return property to owner. 
10. Maintains and secures property/evidence storage room. 
11. Destroys and/or disposes of evidence and property upon authorization of the courts or other authorized 

parties. 
12. Transports evidence to State Department of Public Safety for analysis. 
13. Trains department personnel in proper packaging of evidence and the use of the property facilities and 

equipment. 
 
SECONDARY FUNCTIONS 

 
14. Performs other duties as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of: 

General police procedures pertaining to evidence and stolen or abandoned property 
Practices and procedures of establishing inventories and warehousing 
Criminal rules of evidence pertaining to property 
Property release procedures 
Record keeping procedures 
Firearms handling and safety procedures 
Hazards and safety precautions related to evidence 
 

Ability to: 
Safeguard the transport of evidence 
Operate the department computerized data entry and retrieval system 
Operate the state ACJIS computer system 
Handle evidence safely while protecting its integrity 
Organize and track a large varied inventory 
Maintain accurate logs and records using computerized equipment 
Establish and maintain effective working relationships with other employees and the public employees 
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WORKING CONDITIONS 
 

Some heavy lifting and climbing of ladders is required.  Safety precautions must be observed while 
handling evidence.  Deals with irate and hostile members of the public. 

 
MINIMUM REQUIREMENTS 
 
High school education and one year experience in police work, inventory maintenance, or a related field.  
 
Any equivalent combination of training, experience, and education that provides the required knowledge, 
skills, and abilities, is qualifying. 
 
SPECIAL REQUIREMENTS 
 
Valid Arizona driver's license 
Must obtain and maintain State Terminal Operator Certification Level B within one year of hire 


