
PINELLAS COUNTY SHERIFF’S OFFICE 

INVESTIGATIVE ASSISTANT 

Job Code: 50060 

NEW:  5/2014  Pay Grade:  COMOT-6 

 
CHARACTERISTICS OF THE CLASS 
 

Under the direction of a supervisor, performs detailed work with considerable 
responsibility.  Work may involve receipt, research and documentation of complaints 
from citizens of a criminal or civil nature, follow-up with victims of various types of 
crimes or assisting detectives and investigative analysts with walk-in registration of 
sexual predator/offenders, background investigations and computer data entry.  
Incumbents are expected to work with some degree of independence. Work is reviewed 
through direct observation, review of ACISS reports and performance reviews.  
Investigative Assistants may be tasked with duties within any component of the 
Investigative Operations Bureau. 
 
EXAMPLES OF DUTIES 
 
Receives telephone calls transferred from the Communications Division, switchboard, 
and front desk to generate Offense/Incident reports in ACISS. 

 
Meets with “walk-in” complainants who wish to a file police report.  

 
Initiates, generates, and completes ACISS and WebSpot reports for review and/or 
further investigation. 

 
Evaluates reports to determine if a complaint is a criminal or civil matter. 
 
Follows up with patrol-generated reports; makes victim contacts to collect additional 
information. 

 
Generates suspect information to assist detectives with investigations. 

 
Assists detectives and investigative analysts in the registration process related to 
registering sexual predators, sexual offenders and career offenders. 
 
Establishes and maintains effective working relationships with other agency members 
businesses, other agencies, attorneys, and the general public necessary to complete 
assignment. 

 
Performs related work as required. 
 
QUALIFICATIONS 
 
A. Training and Experience 

 
High school diploma or G.E.D. is required.  A minimum passing score of 80% on the 
written clerical examination is required.   
 
Prior experience with ACISS, CJIS, DAVID or WebSpot highly desireable. 
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B. Essential Requirements of the Position 
 
 Ability to effectively interact and communicate with a diverse population; 
 

Knowledge and skills in the use of related software for use in word processing and 
data entry; 

 
Must possess good problem-solving and interpersonal skills; 

 

Knowledge of the criminal justice process from investigation to sentencing; 

 

Possess excellent verbal and written communication skills; 

 

Ability to learn researching databases such as CLEAR, CJIS, DAVID, TLO, 

COPLINK, ACISS, eAgent/NCIC, CCIS, FSFN, FINDER, WebSpot and CAD; 

Ability to multi-task, be detail oriented, type and have excellent computer skills;   
 
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. 
 

 
 
 


