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CITY OF ST MARYS, GEORGIA


CLASS SPECIFICATION

CLASS TITLE:

PROPERTY & EVIDENCE TECHNICIAN
CLASS CODE: 1058
DEPARTMENT:
POLICE   
FLSA STATUS: N

REPORTS TO:

CID COMMANDER
DATE: 06/13

JOB SUMMARY:
The primary function of this job is to receive, store, and release evidence, and maintain security of a wide variety of confiscated property and evidence, as well as police supplies and equipment. This is a non-certified position within the department, and will report to the Criminal Investigations Division Commander. The items received have to be processed and maintained in a manner that is consistent with the requirements of Georgia law.
As a municipal organization, the City of St. Marys is an emergency provider of services.  Some emergency situations, including weather related emergencies, may necessitate City of St. Marys employees to assist in areas of work which may not be directly related to the employees specific job function, but which will be within the physical capabilities, training, and skills of the employee. 

ESSENTIAL JOB FUNCTIONS: (All responsibilities may not be performed by all incumbents.)

Receives, logs, inventories, stores and releases items of evidence and abandoned or found property;

Tags, marks, properly packages and/or secures property, evidence and other sensitive material in order to assure precise identification and to preserve material for future use;

Monitors and controls the distribution of evidence and property to users in order to assure that material is used only by authorized personnel;

Maintains complex filing systems with a variety of subject mater in order to provide easy access to records with little direction from supervisor;

Makes routine arithmetic calculations using multiplication, division, addition, subtraction, and calculation of percentages;

Process items for fingerprints;

Photograph items of evidence;

Perform tests to identify controlled substances;

Handle items of critical importance such as drugs, money or items that have human body fluids on them in a manner that is safe and professional;

Transport items or documents to or from other agencies within the state;
Testify in court;


Prepares and destroys items of evidence as authorized;

Prepares and destroys abandoned and found property in accordance with City ordinances;

Performs all work duties and activities in accordance with City policies and procedures;

Works in a safe manner and reports unsafe activity and conditions. Follows City-wide safety policy and practices and adheres to responsibilities concerning safety prevention, reporting and monitoring as outlined in the City’s Safety Handbook.

Attend and complete training specific to the tasks of handling and processing property and evidence; 

Performs maintenance and minor repairs on assigned vehicle and equipment; inspects and tests equipment to assure safety.

Reports administrative and/or operational problems to supervisor.

Performs other related duties as assigned.

MATERIAL AND EQUIPMENT USED:
General Office Equipment
Specialized evidence collection equipment (various)
Simple lab equipment
MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience:
Bachelor’s Degree; and, 

Previous experience is desired, but appropriate and necessary training will be provided or;
Any combination of education, training and experience which provides the required knowledge, skills, and abilities to perform the essential functions of the job.

Must be able to work variable hours.

Licenses and Certifications:
Required NIMS and ICS certifications

Marijuana Identification/Examiner Certification or ability to obtain
Valid Driver’s License

KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of:
Internal departmental policies and procedures.

Applicable state, federal and local ordinances, laws, rules and regulations.

Modern police practices and procedures.

Methods of records storage and warehousing.

The principles, practices and methods of property accounting.
Court system and procedures.

Record keeping, report preparation, filing methods and records management techniques.

Safe practices and procedures for performing essential functions of the job.

Standard business arithmetic, including percentages and decimals.

Devise and maintain storage, security and accounting procedures for sensitive, valuable and unusual supplies and equipment;

Operate a typewriter, computers and related software;

Deal tactfully and courteously with the public and officials;

Communicate clearly and concisely, orally and in writing;

Prepare accurate and grammatically correct written reports;

Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks.
Skill in:
Keeping complete, accurate records

Responding quickly to changing situations.

Operating and maintaining all assigned equipment required to perform the essential functions of the job.

Writing reports.

Identifying illegal drugs.

Communicating orally with internal staff, citizens, and other departmental staff in order to give and receive information in a courteous manner.

Mental and Physical Abilities:
Ability to read and interpret documents such as safety rules, operation and maintenance instructions, procedure manuals, and so forth.

Ability to deal with problems and stressful situations involving several variables in changing situations.

Ability to follow oral and written instructions.

Ability to write routine reports and correspondence.

Ability to pass a truth verification test.

Ability to pass medical and psychological screenings.
While performing the essential functions of this job, the incumbent is regularly required to sit; use hands to finger, handle, or feel objects; ascend and descend stairs, ladders, ramps, scaffolding, etc.; move about on hands and knees; bend body downward and forward, requiring full use of the lower extremities and back muscles; reach with hands and arms; speak and hear; use color, texture, sound, shape and odor perception; and push, pull and/or lift over 50 pounds frequently and over 100 pounds occasionally. 

Working Conditions:
Performance of essential functions may require exposure to adverse environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes, temperature and noise extremes, hazardous materials, unsafe structures, machinery, electric currents, traffic hazards, bright/dim lights, toxic agents, firearms, violence, disease, pathogenic substances, or rude/irate customers.
Working time may require irregular hours, shift times, and/or on-call status.  

The incumbent's working conditions are typically very loud.

This class specification should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.
