
STATE OF NEBRASKA
CLASS CODE:
S01710

CLASS SPECIFICATION
SALARY GRADE:
337

EST: 08/95 - REV:  07/99
OVERTIME STATUS:
N
STATE PATROL CRIMINAL IDENTIFICATION RECORDS TECHNICIAN

DESCRIPTION:  Under immediate to general supervision, processes criminal and non-criminal records; interprets, researches, and verifies arrest records for entry into the Criminal History Database System for access by law enforcement agencies, court systems, etc.; performs related work as required.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Processes criminal justice arrest records by verifying accuracy and assigning arrest codes for entry into the State Criminal History Database System.

Receives and processes criminal and non-criminal record check requests received over the phone, by mail, fax, teletype, or in person; searches for and provides requesting individual/agency with information; verifies accuracy of records and collects processing fees before disseminating records.

Processes teletype record checks by receiving, sorting, and disseminating criminal history information to other law enforcement agencies.

Processes missing children inquiries, recoveries, and cancellations; utilizes electronic databases and other telecommunications systems to record processing results and interact with clearinghouses; places notifications at the Vital Statistics Bureau and with school authorities to alert them for missing children.

Contacts local, state, and federal authorities, i.e. courts, county attorneys, prosecutors, and other law enforcement agencies to determine disposition of criminal court cases by verifying information received through arrest records.

Compiles statistical information using computer spreadsheets, i.e., number of applicants and amount of money received.

Attends meetings and training with other law enforcement personnel to exchange information, resolve problems, and to obtain information regarding mutual areas of concern.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the Henry Classification System; filing, coding, data entry procedures, personal computers, and various software applications; the procedures for processing criminal records through the criminal justice system.

Ability to:  communicate effectively; establish effective working relationships with members of the law enforcement community and the public; process and maintain criminal records in the state's central repository system.

STATE PATROL CRIMINAL IDENTIFICATION RECORDS TECHNICIAN  (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the practices and procedures pertinent to office support operations; the methods of filing, record keeping, and mailing.

Ability to:  organize personal work assignments; file and retrieve records using an established system; identify similarities and differences between two or more sets of data; determine a course of action for correcting any inaccurate or incomplete documents or records.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills, and abilities.  A general qualification guideline for positions in this class is a high school education or the equivalent AND education or experience in support/clerical functions.


