40110


Investigator

Grade: 7 


FLSA: Non-Exempt

Date:
01/19

Job Summary:  Performs a wide variety of tasks to facilitate the hiring of Deputies, Correctional Officers, and civilians for the Sheriff’s Office; performs other duties as assigned.


Essential Functions:
1. Conducts background investigations of applicants for the positions of Deputy, Correctional Officer and various civilian positions for the Sheriff’s Office as well as those requests received from the St. Mary’s County Government;

2. Conducts and manages assigned investigations within acceptable timeframes and in conformance with Sheriff’s Office regulations, personnel guidelines and those set forth by the Maryland Police Training Commission;

3. Conducts and coordinates personal interviews with applicants, applicant’s current and past employers, friends, associates, neighbors, spouse(s), and references;

4. Processes applicant’s information through various criminal, traffic, credit, and military computerized data systems;

5. Reviews the applicant’s Personal History Statement (PHS) and documents actions taken to ensure accuracy and completeness;

6. Fingerprints and photographs applicants;

7. Schedules and coordinates polygraph examinations, physical agility test, written test, psychological and physical examinations, drug screening, uniform fitting, conditional job offers, and Human Resources orientation;

8. Processes applicant information through agency card file and computerized data systems for inquiries made by other law enforcement agencies;

9. Researches and prepares reports on specific topics pertaining to hiring standards and statistics;

10. Prepares recommendations for hire or rejection based the meeting of pre-established criteria;

11. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government and the Office of the Sheriff to the public;

3. Expert knowledge of department practices and procedures;

4. Knowledge of CJIS, NCIC, MILES and other law enforcement computer systems;

5. Knowledge of the minimum qualifications for Deputy, Correctional Officer and civilian positions;

6. Ability to read and comprehend relevant documents associated with department operations;

7. Ability to effectively communicate with other staff members; ability to coordinate, advise, and maintain effective working relationships with other professionals;
8. Ability to maintain strict confidentiality and utilize good judgment in all matters pertaining to the department;
9. Ability to recruit suitable staff for the department;
10. Ability to prioritize and multitask; 
11. Ability to complete assigned tasks accurately and in a timely fashion;
12. Ability use available resources to research information;

13. Ability to prepare and maintain accurate records;
14. Ability to operate relevant computer systems, including hardware and software, 

      And simple office machines.


Education and Experience: 

1. High school diploma or G.E.D.;

2. Five years or more experience in conducting police related investigations either criminal, pre-employment, or both;

3. Or equivalent technical training, education, and/or experience.

Additional Requirements:

1. Valid Maryland driver’s license.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.


_________________________




______________

HR Representative






Date

Your signature below indicates that you have received a copy of this position description.

_________________________




______________

Employee’s Signature






Date
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