
TOWN OF SIDNEY                                                      EMPLOYMENT OPPORTUNITY 
  
 

COMPETITION #2021-U04 
 

POLICE CLERK I - Court Liaison  
 

Temporary, Full-Time Union Position 
(Term: 5 months, with opportunity for position to become permanent) 

 
Salary: $30.24 - $32.87/hr 

1. FUNCTION 
 

Reporting to the Office Manager, this position provides records management, administrative and 
operational support to the Detachment which includes processing of court documents and data entry 
into various RCMP systems. The duties are of a complex and confidential nature requiring a high 
degree of accuracy, organization, interpersonal and communication skills. The incumbent must 
possess the ability to work effectively and efficiently under deadlines with minimal supervision, 
performing multiple tasks within a demanding and often time-sensitive workload.  Sound knowledge 
of the Criminal Justice System and related RCMP policy and procedures required.  
 
2. TYPICAL DUTIES  
 
a) Administer and process all court documents (summonses, subpoenas and police court 

notifiers) which includes:  reviewing Reports to Crown Counsel submissions and all other 
court documents for accuracy and completeness and conformance to release of information 
policies; presenting circumstances of offences before Justice of the Peace; ensuring police 
witnesses are notified/de-notified for court appearances; notifying agencies concerning 
release documents of accused persons; and monitoring court documentation/proceedings to 
ensure appropriate follow up and deadlines are adhered to.  

 
b) Update various databases (PRIME, National Criminal Name Index and Detachment Known 

Offender Registry) with court documentation including charge approval, court proceedings, 
current entity information, court dispositions, etc.  

 
c) Provide factual information and assistance on court case documents, etc., to various 

internal/external agencies.   
 
d) Liaise with various external agencies in the Criminal Justice System (Sheriff Services, Court 

Registries, Crown Counsels, Federal Prosecutors, Judges and Justice of the Peace Officers, 
etc.) and attend Court User Meetings as required.  

 
e) Operate the PRIME and JUSTIN systems. Proficiency with RCMP databases, including but 

not limited to PRIME, iBook/iScreen, CPIC, JUSTIN, and CJIM. 
 
f) Maintain RMS workflow and audit information for the Court folder.  
 
g) Provide direct support for the CPIC Clerk as required in the case of work backlogs or 

absence. 
 
h) Perform other related duties as required or assigned by supervisor. 
 
3. REQUIRED KNOWLEDGE, SKILLS AND ABILITIES  
 
a) Experience operating CPIC, JUSTIN, PRIME, IBOOK, and CJIM systems.  
 
b) Maintain working knowledge of police and court administrative policies, procedures, statutes 

and regulations. 



Police Clerk I - Court Liaison                Page 2 

 

 

 c) Ability to gather, interpret and retain information and to analyze and scan information for 
detail and accuracy. 

 
d) Sound knowledge of clerical and record keeping methods and procedures, business English 

and spelling. 
  
e) Ability to work with minimal supervision, prioritize tasks and exercise independent judgment 

appropriate to the position. 
 
f)  Ability to effectively communicate and exercise discretion and tact when dealing with 

internal/external contacts in stressful and urgent situations and with confidential information.  
 
g) Ability to obtain and maintain the RCMP’s Enhanced Reliability Security Clearance is 

mandatory. 
 
4. TRAINING AND EXPERIENCE  
 
a) Completion of Grade 12 supplemented by a diploma in Office Administration with three 

years’ experience in a police or related legal environment. 
 
b) Experience with the inquiry and data entry functions of the CPIC, JUSTIN, PRIME, IBOOK 

and CJIM police systems. 
  
c) Possession of a valid BC Driver’s License.  
 

 
 
 
 
 
 
 
 
 
 
 

SUBMIT TO:   Administration Department 
 

CLOSING DATE:    4:00pm, Friday, February 5, 2021  
 

 


