Position Description

Position Title:  CPIC Clerk
Department:  Police Services
Last Updated: July 2021

Summary

The CPIC Clerk performs CPIC operations and maintains the CPIC database for the West Shore Detachment including

providing administration and operational support to regular members. This position also assists other Government

and Law Enforcement Agencies with assorted information and detailed explanations related to varied files in

accordance with the Policies and Procedures that are in effect.

Key Accountabilities

Enters, modifies and removes CPIC entries

Validates and performs daily audit of all detachment CPIC entries by ensuring the completeness, accuracy
and validity of the documents

Analyses, interprets and enters all court documents onto CPIC

Sends outgoing narrative CPIC messages on behalf of RCMP officers

Analyses, interprets, processes and distributes incoming messages to appropriate recipients

Monitors and maintains PRIME workflow and HFIP queues

Monitors and maintains all PRIME files requiring CPIC entries via work-flow, and routing files to appropriate
handles for correction and conclusion on approval

Reviews and actions the Monthly Purge &Validation Report as provided by the CPIC Field Office

Queries CPIC system and provides information to frontline RCMP officers as required

Reviews and actions other confidential operational CPIC requests as required

Contacts various outside agencies for additional information as required

Consistently ensures accuracy and privacy for all CPIC transactions

Prepares, processes, and maintains a variety of criminal records, police reports, and related documents
Processes fingerprints in accordance with all applicable policies and legislation

Reviews confirmed fingerprints to ensure the accuracy of the information

Identifies discrepancies and conducts research to confirm correct information as required

Assists with researching and drafting polices and procedures related to CPIC to ensure efficient operations
and support departmental initiatives

Forwards all relevant data to Canadian Criminal Real Time Identification Services in Ottawa

Performs other related duties as required

Qualifications
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Completion of Grade 12 and two (2) years’ related experience ideally within an RCMP environment (or an
equivalent combination)
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e The ability to obtain and maintain a security clearance is mandatory
e Typing/keyboard Certificate of Proficiency for typing speed minimum of 50 words per minute
e Successful completion of PRIME, JUSTIN, CPIC Query Narrative and CPIC Terminal Operator/CPIC
Maintenance courses is considered an asset
e Proficient in various computerised Information/Data Systems, office equipment, word processing systems,
and various transcription software programs
e Working knowledge of Police Records Information Management Environment (PRIME) System and
Canadian Police Information Centre (CPIC) System is considered an asset
e Ability to interpret and apply policies, regulations and statutes
e Ability to maintain accurate records
e Ability to tactfully deal with concerns, questions or issues both verbally and in writing
e Ability to address shifting work priorities with strong time-management skills and the ability to effectively
multi-task under pressure of heavy workload
e Ability to work both independently and in a team environment
e Ability to carry small loads of supplies and capable of standing or sitting for long periods of time as required
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