TOWNSHIP OF MONROE

COUNTY OF GLOUCESTER
Christine Scola, PHR
July 23, 2026 Human Resources
Office of the Administration
Job Postinq cjscola@monroetownshipnj.org

Monroe Township Is now accepting applications for a

Part Time ~ 24 hours a week
(additional hours over 24 will be temporary and as needed)

Records, Property & Evidence Custodian
Police Department

Performs a variety of clerical, administrative, records management, and evidence control duties in support
of Police Department operations. Responsibilities include computing, classifying, verifying, recording,
maintaining, and retrieving information; reconciling records and documents; and performing related duties as
required.

. Processes, maintains, secures, and disseminates law enforcement records in compliance with New Jersey
law, Criminal Justice Information System (CJIS) Security Policy requirements, Attorney General Guidelines,
and departmental policies and procedures. Receives, reviews, scans, indexes, files, archives, and retrieves
reports, citations, warrants, accident reports, criminal complaints, discovery requests, and other law
enforcement records while ensuring accuracy, completeness, and confidentiality.

. Maintaining official police records and responding to requests for public records, discovery, subpoenas,
and other authorized releases in accordance with applicable laws, court rules, and departmental procedures.
Ensures confidential, restricted, and criminal justice information is protected from unauthorized disclosure.

. May be responsible for receiving, documenting, logging, storing, tracking, auditing, transferring, and
releasing evidence and property while maintaining an accurate chain of custody. Assists with evidence
inventories, audits, destruction procedures, and documentation in accordance with departmental policies,
Attorney General Guidelines, and applicable laws.

° Provides professional customer service while interacting with police officers, civilian staff, prosecutors,

courts, attorneys, outside law enforcement agencies, and members of the public. Answers telephones,

responds to inquiries, prepares correspondence, processes requests, and assists with a variety of
administrative functions requiring sound judgment, discretion, and attention to detail.

NOTE: The definition and examples of work for this title are for illustrative purposes only. A particular position using this
title may not perform all duties listed in this job specification. Conversely, all duties performed on the job may not be
listed.

Work is performed primarily in a secure Police Department office environment with frequent interaction with sworn
officers, civilian employees, prosecutors, courts, attorneys, outside law enforcement agencies, and the public. The
position requires prolonged computer use, frequent handling of confidential records, occasional lifting and moving of
files or evidence, and periodic access to evidence storage areas. Employees must successfully maintain compliance
and strictly adhere to all departmental policies, Attorney General Guidelines, Security Policy requirements, and
applicable federal, state, and local laws governing criminal justice information and evidence handling.

REQUIREMENTS:

ProPheonix experience/Law enforcement experience or entrusted civilian

Residency restriction

Salary Range: $19.50 — $32.50

No medical benefits provided. Residency preferred. Monroe Township is an Equal Opportunity Employer.

Applications can be found at: monroetownshipnj.org/employment and submitted to:
Christine Scola, Human Resource Department ~ 125 Virginia Ave. Williamstown, NJ 08094

**** Closing Date for submission of applications is August 6, 2026 at 5pm



http://monroetownshipnj.org/employment

