
CITY OF MT. VERNON

Class Specification

JOB TITLE:

Digital Evidence Technician – Police Department

CLASS CODE:

DISTINGUISHING FEATURES OF WORK:

Under the supervision of the Chief or Chief’s designee, performs technical and administrative law enforcement work in the control and disposition of collected digital evidence for the department’s body worn camera, in-car video, and other digital evidence stored. Troubleshoots hardware and software issues, categorizes, and tags incoming digital videos, and is responsible for monitoring and fulfilling requests for digital evidence in compliance with various laws, rules, codes and regulations with subpoenas and FOIA. Requires a high degree of sensitivity to confidential matters. Performs related duties as required.
HOURS OF WORK: 8-hour days, 40-hours per week.  Working shift is 8:00 a.m. to 5:00 p.m., Monday thru Friday. Overtime is required often.  Exemption Status: Non-Exempt

Pay Schedule: Paydays are every other Friday (biweekly) and shall compensate employees for work performed during the 14-day period ending on the Sunday immediately before the payday.
 

Working Environment:
 

Works within an office environment within a law enforcement agency.

Views items of digital biohazard evidentiary value, which may contain objectionable images and/or disturbing situations.

Remains in a stationary position for extended periods of time at a keyboard or workstation.

Views objectionable images and/or disturbing situations

May be required to engage in light physical exertion (e.g., lifting, carrying, pushing and/or pulling objects and lightweight materials up to 25 pounds).

May be required to work non-standard hours including nights, weekends, and holidays.

ILLUSTRATIVE EXAMPLES OF WORK:

· Collect, preserve, and process digital evidence for use in criminal investigations as directed, including, but not limited to, physical digital/electronic devices collected from crime scenes by law enforcement.
· Provide public records support for various digital evidence requests (e.g., body worn cameras (BWC), video editing and redaction, closed-circuit television (CCTV) systems).
· Review digital evidence records and related documents for redaction and dissemination in compliance with agency policies, procedures, rules and regulations, and public records laws (FOIA).
· Research and review digital evidence classifications to ensure compliance with prescribed procedures and guidelines.
· Generate system records and review law enforcement reports to ensure digital evidence is appropriately flagged and categorized.

· Work with agency departments and the State Attorney’s Office (SAO) regarding the viewing, reproduction, redaction, release, and final disposition of digital evidence.
· Assist with digital evidence training to agency personnel.
· Maintain availability during disaster related events and special law enforcement/fire rescue operations.
· Author supplementary reports.
· Respond to subpoenas for deposition and provide courtroom testimony as required.
· Coordinate with vendors for routine, well-defined equipment and program-related processes including equipment and software updates, troubleshooting, and equipment service or replacement. Orders supplies and maintain inventory of video evidence collection equipment and accessories.

· Compile data for monthly, quarterly, and annual reports, ensuring completion by deadlines and in accordance with established goals and objectives.
· Maintain department computers, laptops, printers and other related hardware.

· Install computers, laptops, printers, and other related hardware.

· Maintain or assist with phone maintenance and troubleshooting.

· Maintain or assist with records management, Microsoft, and other department related Windows-based software.

· Maintain or assist with department network.
· Assist in troubleshooting software / hardware or other IT related issues as assigned.
· Perform other related duties as assigned.
REQUIREMENTS:
Education

· Requires knowledge, skill, and mental development equivalent to the completion of four years high school

· Requires the ability to pass Adult Basic Education Test

· A two-year degree or higher in Criminal Justice, Computer Science, Forensic Science, or in a direct related field is desirable.

Experience

· Minimum of two years of digital media experience or IT experience
· Ability to handle multiple tasks concurrently. 

· Ability to organize duties and produce results in a timely manner.

· Excellent communication skills, written and verbal.
· Requires strict confidentially in daily duties.
· Knowledge of the function, organization, and operation of City Government

· Ability to successfully pass a background security and credit check.

· Extensive knowledge of digital media and IT 
Physical 

· Occasional walking, reaching, bending, and lifting or carrying object under 25 pounds, requires the ability to sit for extended periods of time

· Use written sources of information, e.g. read reports, procedural documentation, reference materials

· Perform detailed work requiring visual acuity

· Use non-verbal auditory sources of information, e.g., alarms, beepers, pagers


Significant Responsibilities:

· Working knowledge of federal, state, ordinances, and regulations governing the dissemination and retention of criminal information.

· Working knowledge of legal issues for digital/video evidence as it relates to search and seizure laws and the examination of the evidence.

· Skill in problem solving.

· Ability to cope with objectionable images and disturbing situations (e.g., crime scenes) and willingness to work with evidence.

· Ability to communicate effectively, both orally and in writing.

· Ability to collect, organize, and evaluate data and to develop logical conclusions and/or solutions.

· Ability to handle confidential information.

· Ability to learn specialized department software / hardware applications.

· Ability to process public and interagency digital record requests.
RESIDENCY REQUIREMENT:
· Residency within the limits of Jefferson County is required of all City Employees. 
“This description documents the general nature and level of responsibility associated with this position.  It is not intended to be a comprehensive list of all activities, duties, and responsibilities required of incumbents.  It is not intended to limit or modify the right of any supervisor to assign, direct, and monitor the work of employees under supervision.  At management’s discretion, job description is subject to assignment of different and/or additional duties.  This job description is subject to periodic review and revision.” 

