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CHARACTERISTICS OF THE CLASS 
 
Under the direction of a supervisor in the Narcotics Division, performs professional and 
technical work in conducting detailed research and analysis of confidential investigative 
information relating to criminal activity in order to assist and enhance the effectiveness 
of law enforcement operations and programs.  The work involves responsibility for 
requesting, receiving and investigating confidential information on specific criminal 
activities.  Responsibilities include, but are not limited to, compiling, analyzing, and 
disseminating criminal activity information, coordinating the exchange of interstate and 
intrastate information pertaining to specific criminal activity and preparing written reports 
requiring thorough analysis and evaluation of investigative information.  Work is 
reviewed by the supervisor through observation, analysis of reports and evaluation of 
results achieved. 
 
EXAMPLES OF DUTIES 
 
Requests, receives and investigates information of a confidential nature concerning 
criminal activity. 
 
Compiles, analyzes and disseminates criminal activity information from various 
agencies and other sources. 
 
Develops and promotes investigative sources to maintain the exchange  of  pertinent  
information  among  law enforcement agencies. 
 
Coordinates the exchange of interstate and intrastate criminal activity information, 
exercising independent judgment to insure that accurate and reliable information is 
disseminated. 
 
Performs detailed research of criminal investigations and related documents pertaining 
to specific crimes. 
 
Evaluates and analyzes criminal information to predict the capabilities, intentions and 
vulnerabilities of criminal groups and makes recommendations for investigative 
strategies. 
 
Prepares oral briefings and written reports and develops recommendations in the form 
of criminal activity assessments in detailed factual reports for use by agency 
management and field supervisors to evaluate investigative priorities and case 
development. 
 
Supports and assists detectives directly in the compilation and  analysis  of confidential 
information regarding complex criminal investigations.  

 
Collects, compiles and maintains statistical data pertaining to  the  Bureau, such as 
arrests, search warrants served and seizures of drugs by quantity and type, weapons, 
etc. 
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Assists in the training of personnel. 
 
Participates in Sheriff’s Office recruitment and community relation activities as directed. 
 
Performs related work as required. 
 
QUALIFICATIONS 
 
A. Training and Experience 
 

High School Diploma/GED. Bachelor’s degree preferred.  Some responsible 
experience in information gathering and data analysis.  Experience  in  criminal 
intelligence, military intelligence or   responsible   narcotics  investigative  
experience  and advanced  training  or  investigative  analysis  with  a law 
enforcement  agency  may substitute for the required college education on a 
year-for-year basis. 

 
B. Essential Requirements of the Position 
 

Knowledge of the principles, practices and techniques of analysis and 
information gathering from numerous data sources. 

 
Knowledge of data research methods, concepts and techniques. 

 
Knowledge of analytic methods and techniques, including the method of 
operation characteristic analysis. 

 
Knowledge of basic statistical methods, techniques and research  methodology  
used  in  data  collection and report presentation. 

 
Ability  to  analyze financial transaction records, property records  and  other  
sources  of  information  necessary  for intelligence gathering. 

 
Inter-personal skills. 
 
Time management skills. 
 
Problem solving skills. 
 
Verbal and written communication skills. 

 
Skill in the use of a computer terminal to aid in investigative analysis and in the 
preparation of reports. 

 
Skill in the operation of CJIS, ACISS, CAD, and NCIC/FCIC computer systems. 
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Ability to perform all functions of the job classification without posing a direct 
threat to the health or safety of other individuals in the workplace. 
 
This list of functions, duties, responsibilities, and skills is not intended to be all-
inclusive and the employer reserves the right to assign additional functions and 
responsibilities as deemed necessary. 

 


