
WATCH CLERK 

 
Naturally, Campbell River – Located on Vancouver Island, surrounded by the ocean and 
majestic mountains, the City of Campbell River offers a rare combination of a welcoming small-
town feel with large-city amenities. From summer markets and street events to an active arts and 
culture community to year-round, world-class recreational opportunities, the Campbell River 
lifestyle is unparalleled. We are a 45-minute drive from the winter and summer activities of Mount 
Washington, and just minutes from more than 100 km of all levels of mountain biking and hiking 
trails, plus easy access to the ocean, rivers and lakes for sports fishing, kayaking, paddle boarding 
and whale watching 
 
As part of the Police Services team, reporting to the RCMP Municipal Manager, and working out 
of the local RCMP Detachment, you will be responsible for providing administrative and clerical 
support to all RCMP members working during an assigned shift.   
 
To complement your high school education, you MUST also have: 

• One (1) year experience working in a police detachment and working with PRIME 
workflow, or equivalent (e.g., PROS) identifying deficiencies and providing 
solutions within records management. 

• Four (4) years’ recent experience (within the last 8) office administrative experience. 

• Ability to pass and maintain an RCMP Reliability Security screening. 
 
The rate of pay for this permanent, full-time, CUPE bargaining unit position is $31.26 per hour 
working two (2), twelve (12) hour days, inclusive of meal breaks; followed by two (2), ten (10) hour 
nights, inclusive of meal breaks; followed by four (4) days off.   
 
While this position follows a regular rotation (4 on, 4 off), the schedule is subject to change to 

provide necessary relief coverage for the alternate Watch Clerk positions during annual leave 

requirements, or as needed. Advanced notice of any shift/schedule changes will be provided. 

 
As a condition of employment, due to the federal vaccine mandate imposed by the Federal 
Government, the successful applicant will be required to show proof that they are fully vaccinated 
against COVID-19.  
 
 
Please see the attached to view a detailed job description that lists all the duties and necessary 
qualifications for this position.   
 
 

This posting will remain open until filled. 
 

    
Please send your resume with covering letter, quoting Competition EXT-22-42 to: 
 
 Human Resources Department 

City of Campbell River 
301 St. Ann’s Road 
Campbell River, BC  V9W 4C7 
Email: careers@campbellriver.ca 

 
 

 

 

 

We thank all applicants, however, only those selected for interviews will be contacted. 

mailto:careers@campbellriver.ca


  

 Job Description 
  

  

 

WATCH CLERK 
 

Approval Date: May 2019 Department: Police Services 

 IAFF  CUPE  Management 

Title of Excluded Supervisor: RCMP Municipal Manager 

  

General Accountability: 

Purpose and Scope 
The incumbent is responsible for providing administrative and clerical support to all members working during 
an assigned shift at the RCMP detachment. This position primarily utilizes PRIME (Police Records 
Information Management Environment) and CPIC (Canadian Police Information Centre) during their shift.  
This position is expected to review all new files in the first instance originating during the shift to ensure 
PRIME compatibility and adherence to UCR (Uniform Crime Reporting) rules and to ensure that they are 
complete for administrative purposes. This includes putting all paper-full files away daily in the file room 
once they are complete. The incumbent works as part of a Records Team, reporting to the Police Records 
Services Coordinator and working with Records Clerks who work during their day shifts. Working 
cooperatively and collaboratively as part of the Records Team, the incumbent is expected to participate and 
provide solutions to problems relating to records management. The incumbent is also expected to provide 
efficient and professional customer service on the phone or at the front counter while providing routine 
information and processing routine transactions – referring customers to the appropriate contact for non-
routine matters. 
 

Nature and Scope of Work 
 

• Reviews files in PRIME transcription for accuracy to maintain the integrity of the Master Name Index 
(MNI). 

• Maintains files in PRIME by ensuring compatibility with PRIME policy and assigning appropriate UCR 
scoring for all files prior to upload into PRIME database. 

• Generates files in PRIME for various offenses as necessary. 

• Concludes files in the first instance. 

• Follows the rules of workflow to ensure timely distribution of files to members and support staff. 

• Enters/queries files in CPIC (Canadian Police Information Centre) as required. Enters locates for missing 
people, stolen property, and warrants during shifts as required. 

• Distributes incoming and outgoing CPIC messages. 

• Provides warrant confirmations to and answers queries from other RCMP detachments. 

• Distributes incoming faxes located in general duty area including Crimestoppers tips. 

• Liaise with members working out of the office and OCC (Operational Command Centre) via radio or 
telephone. 

• Assists members not assigned to watch with various tasks related to the operation of the detachment. 

• Provides administrative support to the assigned shift as requested by the watch commander. 

• Creates daily watch report detailing events of the shift for distribution within the detachment. 

• Assists RCMP volunteer groups during night shifts having meetings and requiring debriefings. 

• Takes fingerprints for non-criminal purposes. 

• Provides assistance and break relief to front counter staff during open office hours. 

• Responsible for front counter/switchboard duties during closed office hours. 

• Dicta-types urgent in-custody statements during shifts as required. 

• Prepares, types and issues correspondence as directed. 

• Refers non-routine matters to Police Records Services Coordinator or relevant RCMP personnel as 
necessary. 
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• Files department records. 

• Participates and provides solutions to problems relating to records management with other team 
members. 

• Maintains reference manual for position duties for backup personnel. 

• Performs other duties as assigned. 
 

Necessary Qualifications 
 Knowledge: 

• Intermediate level of Microsoft Word. 

• Familiar with using the internet and email system. 

• Familiar with Criminal Code of Canada, provincial and municipal acts and regulations. 

• Familiar with PRIME policies and procedures. 

• Familiar with RCMP Policies and Procedures. 

• Working knowledge of safe work procedures. 

• Familiar with working with RCMP computer systems including PRIME, CPIC, CABS and PIRS. 

• Familiar with the use of facsimile machine, photocopier and multi-line telephone switchboard. 
 Skills: 

• Communicate effectively including completing and reviewing detailed forms, reading and writing 
memos and letters. 

• Excellent oral communication skills. 

• Excellent time management and organizational skills. 

• Excellent attention to detail. 
 Abilities: 

• Deal courteously and tactfully with all customers both on the phone and in person. 

• Ability to consistently deliver work of a high standard of quality, precision and according to 
standards, procedures, rules, regulations and expectations. 

• Remain calm during hostile or stressful situations. 

• Work independently while meeting needs of detachment. 

• Able to provide solutions to problems. 

• Able to work with minimal supervision. 

• Work within and contribute to a proactive team environment. 

• Effectively respond to a high volume of inquiries and do a multitude of tasks. 

• Ability and willingness to contribute to maintaining a respectful, safe and supportive work 
environment that embraces diversity, along with treating everyone with courtesy, dignity and 

fairness. 

• Pass and maintain RCMP Reliability Security screening. 
 Education: 

• High school graduation or equivalent. 
 Training: 

• PRIME, CPIC, and CABS training. 
 Experience: 

• Minimum four (4) years’ recent (within last eight (8) years) office administration experience 
inclusive of at least one (1) year work experience at a police detachment. 

• Minimum one (1) year working with PRIME workflow, or workflow with equivalent police records 
information management environment (ie. PROS), identifying deficiencies and providing solutions 
within records management. 

 

• NOTE:  Article 17.02 of the current collective agreement between the City of Campbell River and 
CUPE Local 401 permits shift and schedule changes for reasons including training and relief.  Watch 
Clerks can expect to receive shift change notice at various times and, in general, the two most junior 
Watch Clerks will be most likely to have shifts changed. 
 

• NOTE:  For long term auxiliary postings, this position requires current, active RCMP Reliability Security 
Screening. 

 


