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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION

Under direction, oversees and coordinates a variety of police information systems, including data and information management, police computer-aided dispatching, police records-management systems (RMS) crime analysis and other police support functions; and performs related duties as assigned.

CLASS CHARACTERISTICS

This single police civilian classification provides technical oversight for the day-to-day operation of the various police information systems including such modules as computer-aided dispatch (CAD), records-management system (RMS), and database management for crime analysis.  The incumbent is expected to have substantial contact with department staff to ascertain systems needs and provide user assistance.  This class is distinguished from other civilian police classifications in that the latter have responsibility for supervising personnel in specific administrative functions such as communications, budget, procurement, supply and traffic services respectively.    

REPORTS TO

This position reports to the Police Chief or command-level officer.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:

1. Plans, organizes, and provides assistance, training, and review to support staff involved in the police records-management systems (RMS), communications-dispatch systems (CAD), crime-analysis support and administration.

2. Formulates policies, reviews and implements operational procedures and policies.

3. Coordinates and performs installation and testing of vendor software, application module upgrades, database upgrades and system back-up recovery functions. 

4. Develops application queries and ad hoc reports to support police computer application software modules and databases.  

5. Identifies evolving or existing crime patterns and series.

6. Forecasts crime occurrences and assists in case clearance processes.

7. Analyzes operational data for deployment planning, resource allocation and budgeting.

8. Provides administrative and technical assistance to police managers and other departments within and outside the District. 

9. Provides support data for community policing, crime-prevention programs and departmental planning activities.

10. Serves as liaison for the Police Department with other divisions, departments and outside agencies.

11. Provides representation and written reports at District committee meetings, executive staff and to the BART Board of Directors and other agencies and interest groups.

12. Coordinates services of selected District Service Contracts related to Police Information Systems.

13. Assists in long and short term planning.

14. Responds to inquiries from other agencies and the public regarding work   

     activities and procedures.  

QUALIFICATIONS

Knowledge of:
Principles of Criminal Justice Administration, or a closely related field.

Principles of computer programming.

Techniques and procedures for administrative, law enforcement and business

applications.
System analysis and design procedures and techniques. 

Batch processing and on-line applications techniques.  

Operation principles and characteristics of network server systems with focus on (LAN & WAN) protocols.  

Working Knowledge of database back-up and recovery functions and procedures.  

Database software such as Access, SQL, Oracle, and NT Network Administration.

Programming languages, such as:  COBOL, C+, Visual Basic, Access, and other GUI software.

WEB based software languages such as Html, Java and FrontPage.

Characteristics and maintenance practices and procedures for IBM compatible personal computers.

Personal computer languages such as Windows, Word, and Excel and PowerPoint.

Job planning, prioritizing and scheduling techniques.  

Basic mathematics.

Basic accounting, statistical, business administration and office procedures.

Skill in:
Analyzing systems and problems, and developing solutions to meet department needs.

Developing tests to validate new software modifications and upgrades.

Troubleshooting hardware and software.

Translating user/department needs into operational programs.

Instructing user/department staff in the operation of personal computers, new or revised computer applications, including explaining system concepts to non-technical users. 

Communicating clearly and concisely, both orally and in writing.

Making sound independent decisions within established guidelines.

Establishing and maintaining effective working relationships with supervisors and other employees within and outside of the District.

MINIMUM QUALIFICATIONS 

Education:
An Associate degree in computer science, mathematics, business administration, criminal justice administration or a closely related field from an accredited college.  A Bachelor’s degree is preferred.   

Experience:
Three (3) years of (full-time equivalent) verifiable experience in programming business or law enforcement-related applications for computer systems.  Prior experience managing or working on a Law Enforcement CAD/RMS project is highly desirable.  

Other Requirements:
Must possess a valid California driver’s license and have a satisfactory driving record.

Must be able to pass a detailed background investigation prior to appointment.

Must be able to work various shifts, weekends, holidays, and overtime.

Substitution:

Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  

WORKING CONDITIONS

Environmental Conditions:
Office environment; exposure to computer screens.

Physical Conditions:
May require maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time. 
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