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PROCEDURE: The following job description is for the position of Crime Analyst.
GENERAL DEFINITION & CONDITIONS OF WORK:
1. Performs responsible skilled technical work involving the collection, analysis and distribution of criminal data to assist law enforcement in locating property and wanted persons, arresting suspects, solving cases and identifying/predicting crime trends; does related work as required. Work is performed under the regular supervision of selected personnel in accordance with the Waynesboro Police Department Organizational Chart.  
2. This is medium work requiring the exertion of up to 50 pounds of force occasionally, up to 20 pounds of force frequently, and up to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, vocal communication is required for conveying detailed or important instruction to others accurately, loudly, or quickly; hearing is required to perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, operation of machines, and determining the accuracy and thoroughness of work; the worker is not subject to adverse environmental conditions.

ESSENTIAL FUNCTIONS/TYPICAL TASKS:

1. Develops and maintains programs to collect, collate, analyze, disseminate and evaluate crime data to discover developing patterns, trends, and changes in criminal activity including frequency, geographic factors, victims, targets, suspect descriptors, chronological information, suspect vehicle descriptions, modus operandi factors, potential and actual police hazards and physical evidence information.
2. Utilizes various databases and software to analyze and interpret crime data related to criminal activity, crime patterns and suspect profiles.

3. Utilizes Geographic Information Systems (GIS) to produce computer-generated maps displaying criminal activity and crime patterns.

4. Generates various reports and bulletins identifying criminal activity, suspect information and crime trends and prevention methods.

5. Performs statistical analyses and prepares related budget reports as requested.

6. Works with various divisions within the police department on crime related issues.

7. Presents data analysis to the command staff in order to assist them with effectively deploying officers to specific areas of the City experiencing crime trends or elevated crime levels.

8. Presents crime analysis information to City Council, City Administration and the public that has been approved by the Chief of Police or his/her designee.

9. Assists Officers in “Hot Spot” determination and possible causal characteristics in a timely and efficient manner.

10. Researches, compiles, analyzes and interprets statistical data from a variety of sources including but not limited to offense and arrest reports, calls for service data, demographic and housing data, etc.

11. Conducts training courses on crime analysis to citizen groups and police officers.

12. Attends conferences and meetings to stay current on the latest technology and crime analysis processes.

13. Serves as the initial contact related to crime analysis requests, correspondence and questions related to crime patterns and trends.

14. Assists with conducting special studies, projects and programs involving the broad scope of crime analysis.

15. Undertakes special projects regarding Department functions as directed.

16. Operates standard office, word processing and data entry equipment.
17. Performs related tasks, duties and assignments as required.
18. Serves as the liaison with the vendor for the department’s records management system.
19. Supports the Administration and actively works to control rumors in the department.
KNOWLEDGE, SKILLS & ABILITIES:
1. General knowledge of police methods, practices and procedures.

2. General knowledge of and ability to use computer software products. 

3. Some knowledge of Uniform Crime Reporting/Incident Based Reporting. 

4. Ability to review, classify, categorize, prioritize and/or analyze data. 

5. Ability to develop and deliver presentations, write reports and work independently. 

6. Ability to think objectively.

7. Must possesses exceptional interpersonal skills and have the ability to exhibit sound and accurate judgment, work well with others, understand and carry out oral and written instructions and be able to prepare clear and comprehensive reports.

8. Ability to deal courteously, but firmly with citizens and other work-related contacts. 

9. Able to provide credible court testimony when required.

10. Ability to establish and maintain effective working relationships with associates, law enforcement agencies and the general public.

11. Thorough knowledge of standard office practices and procedures.

12. Skill in the operation of standard office, word processing and data entry equipment.
13. General knowledge of modern record keeping procedures and practices.


14. General knowledge of police forms, terminology and records.


15. General knowledge of Department programs, policies, and procedures.
16. General knowledge about the Freedom of Information Act and its requirements.

17. General knowledge about the Library of Virginia and Records retention schedules.


18. Ability to perform a considerable volume of detailed work.


19. Ability to maintain files.


20. Ability to communicate orally and in writing.
EDUCATION & EXPERIENCE:

1. Bachelor’s degree in Criminal Justice, Public Administration, Computer Science, Math, or closely related field and at least two years of related experience required.  Experience with a law enforcement or criminal justice agency is preferred.
SPECIAL REQUIREMENTS:

      1.   None


Page  of 3


PAGE  


