C ass Code: M3
Gty of Anaheim Cl assification:
Cl ass Specification CLETS/ NCl C Speci al i st

Definition: Under general supervision, to serve as the Police Departnent’s liaison to
the Departnent of Justice and other |aw enforcement agencies, performng a wide variety
of duties pertaining to the use of CLETS, NCIC, NLETS, DQJ Crimnal Justice data bases
and OCATS.

Exanpl es of Essential Job Functions:

Conducts mandatory CLETS policies and procedures training to Police Departnment (sworn
and civilian), Code Enforcenent, Public Wility Investigators and Fire Departnent (Arson
and Hazardous Material) enployees.

Provi des instructional (one-on-one) teletype training to Records Bureau enpl oyees and
other Details as requested; eval uates performance of personnel during teletype training,
identifies areas of inprovenent and works with enployee to nmeet departnent standards;
provides witten observations to the Records Supervisor on trainee' s teletype
performance for eval uati on purposes; updates and revi ses departnent w de tel etype

i nstructional manual s; conposes informational and instructional nenmorandums to Bureau
enpl oyees on tel etype rel ated i ssues and practi ces.

Coordi nates, adm nisters and reviews mandated Proficiency Testing for Full Access
Operators of the department; advises and instructs departnment personnel on new systens
or formats available for inquiry and/or entry.

Assi sts departnent personnel with probl em solving and net hods of gaining infornation
from|aw enforcenent data bases; provides training resource information on an ongoi ng
basis to department police acadeny students and field training officers.

Recei ves and nonitors new | egi slation for inpact on, or changes to NCI C, CLETS and COCATS
procedures; creates new and/or nodifies current departnent procedures for systeminquiry
and entry as a result of |egislative changes; conposes departnental |egal updates as
related to CLETS, NCI C and OCATS.

Attends computerized CLETS User G oup neetings and conferences for infornmation on system
enhancenents, updates on new | egislation, |egal requirenents and guidel i nes; recomends
nodi fications, additions, deletions to the Departnent Procedure Manual on issues
relating to CLETS/NCI C i nstructions; prepares witten reports and reconmendati ons
related to | egislative changes inpacting Bureau and/ or Department procedures on | aw
enforcenment data base systens; serves as liaison to the Departnent of Justice for all
CLETS users on liability, procedural and regulation inquiries.

Oversees and ensures the departnent’s conpliance with CLETS, CJI'S, NCIC and NLETS
policies and procedures; provides troubl eshooting on mnor problens associated with
Dat amexx terminals and printers; formats new screens; maintains list of CLETS term nal
| ocations within the Departnent; provides input and makes recomendati ons on the
addi ti on of mmenonics and any changes requested to term nal access within the

depart ment ;

Prepares and/or collects required docunents for DQJ and FBI site audits; assists DQJ
and/or FBI field representatives with the conpletion of the site audit(s); provides
i nput to and oversees the inplenentation of recommendations to the audit report
concl usi ons.

Serves as liaison for the departnent to OCSD, host agency for Orange County’s CLETS
Message Switch and OCATS (Orange County Tel ecommuni cations Systen).

Coordi nates and responds to DQJ CLETS-rel ated and OCSD OCATS-rel ated correspondence;
conposes Law Enforcenent Bulletins pertaining to CLETS, NC C and OCATS associ at ed
matters; responds to inquiries and provides infornmation to various personnel within the
Departnent, GCty, North Court, Department of Justice and other |aw enforcement agencies;
recei ves and responds to CJIS/NCIC Validation lists; researches |ist docunments and nails
appropriate correspondence to involved parties; requests Journal and off-line Searches
for investigators, etc, at the County and State |evels.

Devel ops new departnental fornms for entry of information to the automated systens;

revi ses existing forns as necessary; advises Records Manager and Autonation personnel of
upcom ng system enhancenments and/ or nodifications requiring progranmm ng changes;
oversees annual purge of Automated Firearm Systementries.
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Devel ops NCI C, CLETS and OCATS rel ated training prograns and manual s to address
department’s needs; researches and provides information to the Departnent’s Training
Oficer on NCIC, CLETS, OCATS and DW for Training Bulletin publications.

Pl aces service call(s) for equi pment repair; troubleshoots and corrects problens with
RVS and Optical D sk systemand coordinates the resolution of nore difficult problens
wi th Automati on personnel

Resol ves custoner/citizen conplaints for area; answers record rel ated questions from
ot her Bureaus and Details.

Serves as acting supervisor or manager; responds to verbal inquiries related to the

rel ease of docunents or information; may attend neetings with Division Captain to

advi se, or be advised of, special activities or occurrences; oversees and assigns daily
wor k assi gnnments of shift personnel; conpletes payroll sheets; counsels enpl oyees as
necessary.

Job Related Qualifications:

Experi ence: Responsible journey-level experience as a Tel etype Operator or an Agency
Term nal Coordinator in a | aw enforcenent environnent.

Know edge of: California Departnent of Justice and FBI training nmandates; record keeping
practices; |aw enforcenent data bases, term nol ogy and procedures; CLETS/ NCl C and OCATS
procedures, CLETS Subscriber Agreenent, Qperating Policies, Practices and Procedures;
all aspects of CLETS, CJIS, NCIC, NLETS and OCATS; City, Departnent and Bureau
performance standards; supervisory, training and perfornmance eval uati on techni ques and
procedures; enhancenents, additions and new systens avail able on | aw enforcenent data
bases; policies and regulations related to access of such systens; infornmation
resources, materials, organizations and publications related to these systens;

| egi slation, case |law and policies affecting tel ecomunications data bases; Automated
Stol en Vehicle, Mssing Persons, Firearns and Property Systens; case docunents storage
format (s), policies and regul ations.

Ability to: Effectively communicate technical information to a diverse, multi-Ieve
(rank) audi ence; establish and nmaintain accurate filing systens; clearly direct and
eval uate performance and identify areas of inprovenent and propose sol utions; read and
understand | aws, codes, ordinances and regul ati ons; anal yze and prepare witten reports
regarding |egislation inpacting the various |aw enforcenent autonated systens;

comuni cate clearly and concisely both orally and in witing; read, understand and
comuni cate laws and regul ations pertaining to information access and rel ease; nake
sound reconmendations; conpile technical information and prepare in instructiona
format; review docunentation, identify and adm ni ster necessary changes to various
systens; establish and naintain effective working relationships with a wide range of
sworn and non-sworn personnel internal and external to the Gty.

Physi cal Requirenents: Working in an office environnent.

Li cense and/or Certification Required: Possession of a current CLETS/ NCI C Trai ner
Certification to be renewed annually.

Note: Requires successful conpletion of a State and FBI fingerprint check

Supervi si on Recei ved: Works under general supervision of a Police Records Supervisor
Work in progress and conpleted work is checked periodically.

Supervi si on Exerci sed: Wen acting as either the Shift Supervisor or Records Manager
wi I I make assignnents, review work in progress and when conpl eted, provide training
conpl ete performance eval uations, discipline enployees. May participate in the hiring
and firing process.

NOTE: The above statenents are intended to describe the general nature and | evel of

wor k being performed by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so

classified. Al requirements are subject to possible nodification to reasonably
accomodate individuals with disabilities.
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