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Crime Analyst
Grade:  7



FLSA: Non-Exempt
Date:	07/17


[bookmark: _GoBack]Job Summary:  This position requires the utilization of specialized skills in developing information in the identification of crime patterns, suspect patterns, and possible identification of persons perpetrating crime.  The employee will manipulate data, process data, and develop comprehensive reports and geographic maps to analyze current crime trends in St. Mary’s County. The employee receives general supervision from, and reports directly to the Commander of the Division assigned.  Work is evaluated through observations, conferences, and reports.
.


Essential Functions:

1. Prepare crime trend reports on a continuing basis noting statistical abnormalities, modes of operation, movement patterns, and create mapping and chart products based on analysis. 
2. Compare modes of operation of closed cases with open cases to identify links, establish repeat offenders, and develop new avenues of investigation.
3. Work closely with the Patrol Division, the Criminal Investigations Division, and/or the Vice/Narcotics Division to establish criminal movement activities.
4. Interact with other law enforcement agencies (federal, state, and local) in developing crime trends and patterns.  
5. Provide analytical reports and charts to the Maryland State Police units in Southern Maryland as requested.
6. Work closely with assigned Division in development of crime trend analysis to aid in tactical deployment of manpower resources.
7. Work closely with the agency’s Community Oriented Policing (COPS) initiative to identify root causes of criminal activity and identify crime environments to aid in crime prevention.
8. Work closely with the Command Staff to assist in patrol sector realignment and patrol officer allocation through the use of crime mapping and workload analysis. 
9. Provide technical support to the St. Mary’s County State’s Attorney’s Office for cases going to trial, as required.
10. Provide technical support and computer software training related to the Crime Analysis Function to appropriate agency personnel.
11. Research, develop, and create presentations in support of the sections, units, and functions of the Sheriffs Office, as requested.
12. Attend and assist with the facilitation of CompSTAT meetings, other related meetings, and training sessions, as required;
13. Responsible for the entry, maintenance and verification of all data entered into the        CRIMES and CAD systems;
14. Responsible for monitoring all UCR Reporting procedures and requirements;
15. Responsible as liaison to the Information and Technology Department and MILES/NCIC for interfaces and related security issues;
16. Perform other related duties, as assigned.







Required Knowledge, Skills, and Abilities:  

1. Considerable knowledge of methods in which data is gathered and stored within databases.
2. Knowledge of Microsoft Office Suite; for word processing, presentations, spreadsheets, and database management 
3. Knowledge of federal and state laws pertaining to confidentiality of information.
4. Ability to utilize a high level of discretion, good judgment, and confidentiality.
5. Skill in making effective presentations before a group, large or small.
6. Ability to conceptualize, develop, write, and logically present ideas and recommendations.
7. Ability to maintain a high level of accuracy in assigned tasks.
8. Ability to assimilate information from a variety of resources.  Analyze, evaluate, and select, often with limited information, the best course of action.
9. Ability to communicate effectively both orally and in writing.



Education and Experience: 
Bachelor’s degree;
Experience using various software operating systems to include, but not limited to, Windows Operating Systems, Novell, Cognos Impromptu, Looking Glass Crimes, HTE Crimes, HTE Software applications in Public Safety Government Applications etc;
Any equivalent combination of acceptable education and experience, which provides the knowledge, skills, and abilities cited above, may be considered.

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.


_________________________					______________
Department Head							Date

[bookmark: _Hlk38877358]Your signature below indicates that you have received a copy of this position description.

_________________________					_________________
Employee’s Signature							Date
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