00602


Systems Administrator – Office of the Sheriff
Grade:  8

FLSA: Non-Exempt

Date:
04/04

Job Summary:  This position is technical in nature and responsible for the administration of multiple computer systems, data mining, data analysis, data visualization, and instruction of agency personnel in utilizing databases of criminal information.  

Essential Functions:
1. Creating data analysis reports and maps to include weekly Computerized Statistics (CompStat) Reports, crime analysis reports, calls for service reports, jail management reports, and budget reports.  Includes identifying crime trends and making crime projections.  
2. Managing/programming the security systems for both the Patuxent Building and the Circuit Courthouse.  
3. Instructing/certifying agency personnel to use various databases of criminal information to include the National Crime Information Center (NCIC) and the Law Enforcement Information Exchange (LInX). 
4. Updating code tables in CentralSquare Technologies Crimes, CentralSquare Technologies Personnel Management, and Jalan Return of Service.  Acting as liaison to CentralSquare Technologies to manage performance issues with Crimes and Computer Aided Dispatch.

5. Managing computer systems and programs such as the Are You O.K.? Telephone Reassurance Program, CrossMatch LiveScan Fingerprinting system, Police2Police, LInX, and Geolitica/PredPol.  Includes issuing user accounts and passwords and setting user access levels. 

6. Providing agency vehicle GPS and security system key card data to the Office of Professional Responsibilities for confidential internal investigations of agency personnel.  
7. Managing content of Sheriff’s Office Website.

8. Creating and modifying electronic versions of agency forms as Forms Management Control Coordinator. 

Required Knowledge, Skills, and Abilities:  

1. Knowledge of the CentralSquare Technologies Public Safety modules (Crimes, CAD, Return of Service), Cognos Impromptu, ArcGIS, and Microsoft Excel to generate reports utilizing data residing within these modules;
2. Knowledge of systems administration and physical security systems.
3. Ability to instruct agency personnel to use various databases of criminal information. 

4. Ability to establish and maintain effective working relationships with others encountered in the workplace;
5. Ability to communicate effectively both orally and in writing.


Education and Experience: 
9. Associates Degree.
10. Two years’ experience in data analysis and systems administration; or
11. Equivalent technical training, education and/or experience.
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.
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Your signature below indicates that you have received a copy of this position description.
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