
 

NICHOLASVILLE POLICE DEPARTMENT 

510 North Main Street 

Nicholasville, KY   40356 

(859) 885-9467 

police@nicholasville.org 
State Accredited Law 
Enforcement Agency 

 
 

Instruction Sheet and General Information 
 
 

1. Your application must be typed or printed legibly (in black ink only). 
 
2. Follow all instructions on the application exactly.  Failure to do so could result in your 

being disqualified from the application process. 
 
3. Your application must be filled out completely since it will be the basis of the Criminal 

Background Investigation that will occur prior to employment.  If a question does not 

apply to you, mark that question “N/A” (not applicable).  If there are any unanswered 

questions, your application will be considered incomplete and you will be disqualified from 

the application process. 
 
4. If you need more room to answer any question, please attach a separate sheet of paper and 

clearly identify the question to which you needed more room. 
 
5. Enclose a copy of the following when submitting your application:  (if any of the applicable 

items are missing, your application will be considered incomplete.) 
 

� Social Security Card 

� Valid Operator’s License with picture ID (with current address) 

� Birth Certificate 

� High School Diploma  (or GED equivalent) 
   
 
 
 
 
 
 
 
During the employment process, it is the responsibility of the applicant to notify the Records Division, by phone at 
(859) 885-9467 or in writing, of any changes in address or telephone number immediately.  If at any time, the 
applicant should desire to have his or her name removed from consideration in the employment process, the 
applicant should notify the Nicholasville Police Department immediately. 
 
 
PLEASE NOTE: Any applicant/candidate who has engaged in fraud or made a misstatement of material fact 

on their application and/or examination shall have his or her name removed from consideration. 
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CITY OF NICHOLASVILLE 

Position Description 
 
Class Title:  Police Clerk Typist 
 
Department: Police 
 
Supervisor:  Administrative Police Records Supervisor 
 
Supervises:  None 
 
Class Characteristics: Under general supervision, provides clerical support for departmental administrative 
personnel; assists with departmental records, forwards information as requested, performs related work as required.
  
 

General Duties and Responsibilities 

 

Essential: 
1. Provides clerical support for administrative personnel. 
2. Types subpoenas for indictments and trials. 
3. Serves as receptionist for the department, greets visitors, answers phone, processes mail, etc. 
4. Accepts fines and issues receipts for parking violations. 
5. Sends for record copies and issues copies of accident and case reports for citizens and insurance 

company requests. 
6. Types search warrants as requested. 
7. Maintains and files case reports, issued citations, and accident reports. 
8. Keeps logs on each case report, accident report, and each citation issued. 
9. Sends fingerprint cards, copies of missing person reports, domestic violence reports and accident 

reports to state agencies. 
10. Prepares monthly, yearly, and other reports of arrests, traffic violations, traffic accidents investigated, 

calls received, messages sent and received. 
11. Categorizes reports of thefts, burglaries, and other adult and juvenile offenses. 

 
Nonessential: NONE. 

 

DESIRABLE QUALIFICATIONS 

 
Training and Experience:  Graduation from high school or equivalent supplemented by two years related 
experience; business school training preferred, but not required. 
 

Special Knowledge, Skills, and Abilities 
 
Knowledge: 
 
 1. Knowledge of modern office practices, procedures and equipment. 
 2. Knowledge of business English, spelling and arithmetic. 
 3. Knowledge of, or ability to learn, federal and state laws, administrative regulations, local ordinances, 

and court requirements regarding police work. 
 4. Knowledge of computer hardware and applicable software programs. 
 
Skills: 
 

1. Skill in the use of keyboards, computers, and standard office equipment. 
2. Filing skills. 
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3. Oral and written communication skills. 
 
Abilities: 
 

1. Ability to carry out continuing assignments requiring the organizing of materials and the preparation of 
reports. 

2. Ability to keep information confidential. 
3. Ability to communicate effectively, orally and in writing. 
4. Ability to establish and maintain effective working relationship with fellow employees and officials, 

other public safety agencies, and the general public. 
5. Good judgment, tact, accuracy, neatness, thoroughness and integrity. 

 
ADDITIONAL INFORMATION 

 
Instructions:  Somewhat general; many aspects of work are covered specifically, but must use some of own 
judgment. 
 

Processes:  Seldom required to take new, different or unusual approaches in completing work. 
 
Review of Work:  All work is closely reviewed initially, but is reviewed less often with added training and work 
experience. 
 
Analytical Requirements:  Problems require analysis based on precedent. 
 

Physical Demands:  Work is performed in an office sitting at a desk or table.  Must lift objects weighing less than 
twenty-five pounds. 
 

Tools and/or Equipment Used:  Standard office equipment (computer, keyboard, telephone, copier, etc.) 
 
Contacts:  Public and internal contacts are requirements of the job. 
 

Confidential Information:  Regular use of confidential information is a job requirement. 
 
Mental Effort:  Moderate. 
 

Interruptions:  Few. 
 

Special Licensing Requirements:  None.  
 
Availability:  None. 
 

Certification Requirements:  None. 
 
Additional Requirements:  Must be able to occasionally work overtime. 
 

Overtime Provision:  Non-exempt. 
 
 
Grade 21 
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510 North Main Street Nicholasville, Kentucky 40356 (859) 885-9467 

Barry W. Waldrop, Chief of Police 
 

 

POLICE CLERK TYPIST APPLICATION 
 
 
The following information is required of you for verification and contact purposes.   
Please print or type – in black ink ONLY 
 
     
Last Name  First  Middle 

Other Names (including nicknames) that you have used or been known by:  

 

Address  

     

City  State  Zip 

Home Phone  Cell Phone   

E-Mail Address (if applicable) 
 

 
You must be a citizen of the United States or a permanent resident alien who is eligible for and has applied for Citizenship 
to be employed by the Nicholasville Police Department.  Can you provide such documentation? ...........   Yes     No 

 
Social Security Number  ________ - ________ - ________  (In accordance with the Federal Privacy Act of 1974, 

disclosure is voluntary.  The SSN will be used for identification purposes only, to ensure that proper records are obtained.) 

 
 
 
Date available for work:  _______ / _______ / _______ What is your desired salary range? $ ________________ 
 
What is the best time to contact you ?   ________________________________ 
 

 

 

EXPERIENCE AND EMPLOYMENT 
 
Have you ever filed an application with our agency before?...................................................................   Yes     No 

Have you ever been employed with our agency before?.........................................................................   Yes     No 

Are you currently on “lay off” status and subject to recall?....................................................................   Yes     No 

Have you ever had any extended absences from work for reasons other than earned vacation? ...............   Yes     No  

Have you ever been fired or asked to resign from any place of employment? .........................................   Yes     No 

If you have answered “YES” to any of the above questions, please explain:  _______________________________________ 

____________________________________________________________________________________________________ 
 

May we contact your  present employer during the course of the background investigation? ..................   Yes     No 

Can you travel if a job requires it?.........................................................................................................   Yes     No 
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BEGINNING WITH YOUR MOST CURRENT EMPLOYMENT, please list all jobs (including part-time, temporary, and 
voluntary positions) you have held in the past 10 years.  For identification and verification, please indicate the nature of the 
activity, e.g. full-time, part-time, or voluntary.  If you have been intervening periods of military service or employment, please 
list those periods in sequence in the spaces provided. 
 
 
Dates of Employment Name & Address of Employer 

From To 

Telephone No. 

Mo. / Yr. Mo. / Yr. Name of Supervisor: 

  

 

Starting Salary: 

Title (for identification purposes) 

  Full-Time   Part-Time   Voluntary   Military Service   Not Employed 

Final Salary: 

WORK PERFORMED: 

 

 

REASON FOR LEAVING: 
 

 
 

Dates of Employment Name & Address of Employer 

From To 

Telephone No. 

Mo. / Yr. Mo. / Yr. Name of Supervisor: 

  

 

Starting Salary: 

Title (for identification purposes) 

  Full-Time   Part-Time   Voluntary   Military Service   Not Employed 

Final Salary: 

WORK PERFORMED: 

 

 

REASON FOR LEAVING: 
 

 
 

Dates of Employment Name & Address of Employer 

From To 

Telephone No. 

Mo. / Yr. Mo. / Yr. Name of Supervisor: 

  

 

Starting Salary: 

Title (for identification purposes) 

  Full-Time   Part-Time   Voluntary   Military Service   Not Employed 

Final Salary: 

WORK PERFORMED: 

 

 

REASON FOR LEAVING: 
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Dates of Employment Name & Address of Employer 

From To 

Telephone No. 

Mo. / Yr. Mo. / Yr. Name of Supervisor: 

  

 

Starting Salary: 

Title (for identification purposes) 

  Full-Time   Part-Time   Voluntary   Military Service   Not Employed 

Final Salary: 

WORK PERFORMED: 

 

 

REASON FOR LEAVING: 
 

 

 

SPECIALIZED SKILLS AND/OR OTHER QUALIFICATIONS 
 
Summarize any specialized skills, training, or qualifications acquired from employment or other experience.  Be sure to list any 
equipment or computer programs/software that you are proficient in operating. 
 

 

 

 

 

 

 

 

 

EDUCATION 
 
Please indicate all the high schools and college or universities that you have attended and any degrees obtained while attending.  
A review of your school records may be made in conjunction with the background investigation. 

 
Location of School Dates Attended Degree Earned 

Name of School (City & State) From To (if applicable) or Hours 

     

     

     

     

 
Have you ever been suspended or expelled from any high school or post-secondary school?  (Post-secondary schools 
include colleges and universities, graduate schools, business and vocational schools – any formal education beyond the 
high school level.) ...............................................................................................................................   Yes      No 
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If “Yes”, please explain (include which school, date, and the circumstances.)  ______________________________________ 
 
____________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 

 

LEGAL 
 
Have ever been arrested or convicted for any crime (excluding traffic citations)?  (The fact that your record may have been 

affected by a sealing or by an expungement, a release, or a pardon may have specific legal implications as to how you should 

answer this question.) ..........................................................................................................................   Yes      No 

Have you ever been placed on court probation as an adult?..................................................................    Yes      No 

Have you ever been reported to a law enforcement agency as a missing person or a runaway? ..............   Yes      No 

Are you now or have you ever been involved as a plaintiff or defendant in any civil court action?........    Yes      No 

If you have answered YES to any of the above questions, please explain:  _________________________________________ 

____________________________________________________________________________________________________ 
 

REFERENCES 

 
In the space below, please list 3 to 5 References.  These should be individuals who have knowledge of you and your 
qualifications, EXCLUE FAMILY MEMBERS. 

 

Name 
Address where person may be contacted  (include 

City, State, and Zip Code) 
Telephone Number where 
person may be contacted 

   

   

   

   

   

 
GENERAL 
 
List professional, trade, business, or civic activities and offices held.  (You may exclude membership which would reveal 
gender, race, religion, national origin, age, ancestry, disability or other protected status.) 
 

Date Organization Responsibility 
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DO NOT ANSWER THE FOLLOWING QUESTION UNLESS YOU HAVE READ THE 
REQUIREMENTS OF THE POSITION OF “POLICE CLERK TYPIST” ATTACHED TO THE 
FRONT OF THIS APPLICATION. 
 
Are you capable of performing in a reasonable manner, with or without a reasonable accommodation, 
the activities involved in the job or occupation for which you have applied? 
 
Please check only one:   Yes    No 
 
_________________________________________  _________________  

Signature of Applicant      Date 
 
 
 

APPLICANT’S STATEMENT 
 
 

I hereby certify that answers given herein are true and complete. 
 

I authorize investigation of all statements contained in this application for employment as may be 
necessary in arriving at an employment decision. 

 
This application for employment shall be considered active until the position is filled.  Any applicant 
wishing to be considered for employment beyond this time period should inquire as to whether or not 
applications are being accepted at that time. 

 
I hereby understand and acknowledge that, unless otherwise defined by applicable law, any employment 
relationship with this organization is of an “at will” nature, which means that the Employee may resign at 
any time and the Employer may discharge Employee at any time with or without cause.  It is further 
understood that this “at will” employment relationship may not be changed by any written document or 
by conduct unless such change is specifically acknowledged in writing by an authorized executive of this 
organization. 

 
I hereby acknowledge that I will be given a pre-employment drug test.  I am aware that employees may 
not be hired or assigned to positions unless they pass these tests. 

 
In the event of employment, I understand that false or misleading information given in my application or 
interview(s) may result in discharge.  I understand, also, that I am required to abide by all rules and 
regulations of the employer, up to and including random drug testing. 
 
 
 
__________________________________________________  _____________________  
Signature of Applicant      Date 

 


