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King County




Classification Specification
	

	
	4110200

	
	SHERIFF’S DATA/RECORDS SUPERVISOR



Class Summary

The responsibilities of this classification include supervising the staff and day-to-day operations of the data control or records unit of the King County Sheriff’s Office.
Distinguishing Characteristics

This is a standalone classification.  Work involves planning, overseeing and supervising the staff and functions of the assigned unit.  The data control unit operates continuously and maintains and updates manual and automated information on wanted, missing or dangerous persons; stolen property, warrants, court orders and similar information.  This information is received from and communicated to field officers and criminal justice agencies often on a time sensitive, real time-basis.  The records unit responds to case file public disclosure requests; registers convicted sex offenders; performs record checks; processes firearm license requests; validates National Crime Information Center (NCIC) data; processes court orders to seal juvenile records and vacate/expunge police records; and prepares homicide and other special retention case files for secure storage.

Work includes supervising unit staff; establishing operating policies and procedures consistent with applicable state and federal requirements; balancing and prioritizing workflows among staff; determining resource needs and monitoring unit budget expenditures; establishing quality control, data integrity and information security processes and procedures; and modifying existing processes and procedures to enhance operating efficiency and productivity.
Work in this classification also includes collaborating with the counterpart supervisor in the other work unit, analyzing joint operating problems and implementing solutions to improve combined operations affecting both units; backfilling for the counterpart supervisor as needed; and backfilling/performing the work of subordinate staff as required to provide operating continuity in unit functions and services.  Work is performed under the general supervision of the Records & Data Manager.
Examples of Duties (May vary by position)

1. Plan, coordinate, assign, prioritize, provide direction to and monitor the work quality of unit staff;  identify and resolve workload and scheduling problems; approve staff leave requests; assist staff with difficult assignments and technical issues; conduct employee performance appraisals and determine performance improvement plans as required; respond to and resolve personnel problems; coordinate and implement disciplinary decisions and actions.
2. Establish unit operating policies and procedures; interpret requirements and establish procedures to comply with State of Washington, FBI and related law enforcement agency and legal mandates; control and oversee proper maintenance, archiving, release and destruction of vital police, suspect and related records in conformance with mandated requirements that carry severe consequences for agency mishandling.
3. Review, analyze and discuss combined operations with counterpart unit supervisor;  evaluate opportunities to improve and enhance operating efficiency and effectiveness of joint operations; establish and implement resulting process and procedural improvements; provide backup/backfill support to counterpart supervisor as required; resolve technical and procedural problems encountered by staff.
4. Determine resource requirements and develop, monitor and maintain unit budget.
5. Act as a liaison within and outside the Sheriff's Office to solve problems and to implement work plans and procedures required by technological changes and new legal requirements; track new legislation, regulatory and rule changes, and implement new procedures to ensure continuing compliance.
6. Coordinate, participate in and oversee training of new employees.
7. Backup, backfill and perform duties of unit staff when as required.
8. Perform other duties as assigned.

Knowledge/Skills
Knowledge of local, state and federal criminal information databases and operating requirements
Knowledge of state and federal requirements relating to the maintenance and use of automated criminal information systems and criminal record maintenance, retention and security requirements
Knowledge of supervisory principles, practices and techniques relating to employee selection and development, appraisal and staff performance
Knowledge of law enforcement office procedures, principles and practices
Knowledge and skill in documenting and improving process work flows
Communication skill

Leadership skill

Customer service skill

Skill in maintaining confidentiality and integrity of sensitive criminal history and related law enforcement agency information, data, files and systems
Skill in delegating and accomplishing work through others
Skill in planning, assigning and prioritizing workloads
Skill in analytical thinking, problem solving and conflict-resolution

Skill in handling multiple competing priorities and working independently within broad guidelines
Skill in fundamental mathematics and statistics
Skill in use of personal computers, word processing, spreadsheet, database management, presentation and similar applications

Skill in establishing effective working relationships with a variety of individuals from diverse backgrounds including regional law enforcement personnel and public and private agencies
Licensing, Certification and Other Requirements

This is a Civil Service classification.  All incumbents must be United States citizens and be able to read and write the English language as required by RCW 41.14.100

Level 2 ACCESS Certification is required within six months of date of hire with recertification as required by the Washington State Patrol.
Offers of employment are contingent on passing a thorough background investigation and polygraph examination.  

Additional licenses, certifications and other requirements determined necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non - Exempt 

	Levels within same series
	None

	Class History
	Created
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	Updated
10/2007 Changed font, format and updated content
Updated  04/2012 Changed Sheriff’s Data Specialist Supervisor title; updated description of duties to reflect current work responsibilities and providing for a supervisor of the records unit.
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