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King County




Classification Specification
	

	
	5231400

	
	IDENTIFICATION OPERATIONS MANAGER



Class Summary

The responsibilities of this classification include managing and overseeing the 24-hour, seven-day-a-week operations of the Jail Identification and Tenprint work units in the King County Sheriff’s Office Identification Section.  This position also supports the Regional Automated Fingerprint Identification System (AFIS) Program, which includes providing fingerprint identification services to the King County Sheriff's Office, its contract cities and all other cities within King County. 

Distinguishing Characteristics

This is a single-level management classification.  The Identification Operations Manager has accountability for determining, securing and allotting financial, human and other resources needed to accomplish objectives.  The incumbent is responsible and accountable for developing and implementing operational directives, guidelines and polices based on current fingerprint technology and practices.  The incumbent is also responsible for resolving operational issues and serving as liaison to suburban law enforcement agencies.     

This classification is distinguished from the next higher level classification in that the Regional AFIS Manager is accountable and responsible for directing the entire AFIS Program, which provides the region’s leadership for uninterrupted fingerprint, identification and photographic services for all King County law enforcement agencies and contracted regional customers.  

Examples of Duties (May vary by position)

1. Direct the programs and objectives for multiple work units; provide direction to subordinate supervisors, professional and support staff; provide oversight on section projects, programs and policies; establish priorities, goals and objectives for programs; monitor achievement; redistribute resources for the most effective use of available resources.

2. Participate in the preparation, justification and implementation of the Regional AFIS Levy budget. Monitor budget spending, make adjustments as needed.
3. Determine performance standards and measures for section, units and individuals.

4. Act as a key advisor to the Regional AFIS Manager on section’s strategic and policy issues.

5. Oversee the supervision, staffing, work performance evaluation and disciplinary actions of section staff.

6. Develop and implement policies and procedures for assigned work units; conduct quality assurance assessments for assigned units.

7. Represent assigned program to business leaders, the public and elected officials; participate in regional and state meetings and associations; promote public awareness; develop new opportunities for expanded and improved service.

8. Work with the AFIS training coordinator to ensure that new procedures and technologies are incorporated into training programs for client law enforcement agencies and staff. 

9. Research and prepare complex technical and management reports and correspondence; assist in writing Requests For Proposals (RFPs) and contracts for complex technical equipment; assist in contract negotiations. 

10. Collaborate with other Identification Section managers to ensure quality control and to resolve operational or system-wide issues; investigate and recommend solutions for more complex complaints and technical issues; oversee troubleshooting of AFIS and Live Scan systems.
11. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of section business and specific technical skills (based on assignment) 

Knowledge of human resource management principles and practices 

Knowledge of principles and techniques of best practices, strategic planning, project management including resource and budget allocation and organizational and time management 

Knowledge of current principles and techniques in Henry and National Crime Information Computer (NCIC) classification of fingerprints

Knowledge of the laws of evidence, criminal evidentiary procedure, courtroom procedure and chain of custody requirements

Knowledge of computer operations; software/system integration and computer networks; skill in using section specialized computer systems and applications programs; current office word processing, spreadsheet, database and email software programs

Knowledge of the principles and practices of public budgeting and accounting; procurement techniques and procedures

Knowledge of applicable OSHA and WISHA regulations; knowledge of proper safety procedures for handling hazardous materials

Knowledge of fingerprint science and automated and manual fingerprint identification methodologies for collecting, searching and comparing fingerprints 
Knowledge of Tenprint and Jail Identification operations, AFIS computer systems, Live Scan equipment and electronic mug shot systems

Skill in providing strong leadership and serving as a positive example and role model; establishing and maintaining effective working relationships

Skill in motivating, team building, facilitating, mediating and resolving conflicts; facilitating group processes and group problem-solving 

Skill in oral and written communication including communicating complex scientific and/or technical information effectively to non-technical audiences; making public presentations

Skill in managing multiple priorities and projects

Skill in interpreting, advising, explaining and applying pertinent laws, rules, regulations, policies and guidelines

Skill in gathering, analyzing and synthesizing data; skill in effective report writing

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 o as to be easily understood.  Offers of employment are contingent on passing both a thorough background investigation and polygraph examination.  A current, valid Washington state driver’s license is required.  Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None

	Class History
	Created  
11/1996

	
	Updated  
2/2003  

	
	Updated  
9/2007 Updated Class Summary, Distinguishing Characteristics, Examples of Duties, KSA’s and requirements.  
Title change from Identifications Unit Operations Manager


Page 2
Identification Operations Manager
9/2007 version

[image: image1.png]