[image: image1.jpg]


[image: image2.jpg]





   


OFFICE OF 
SHERIFF, CUSTER COUNTY
702 Rosita Avenue, Westcliffe, Co. 81252
Phone (719)783-2270    Fax (719) 783-9085
SHANNON K. BYERLY

SHERIFF

ROBERT K. HILL
UNDERSHERIFF

SHERIFF’S OFFICE EVIDENCE TECHNICIAN
PART TIME, 16 HOURS PER WEEK
Description

Under general supervision, performs a variety of duties, including, but not limited to the following:

Gather, process, and safeguard the integrity of criminal evidence for the Custer County Sheriff’s Office.
Timely reproduction of evidence for release to the District Attorney’s Office and other Law Enforcement Agencies, and requestors in compliance with the Colorado Open Records Act and Colorado Criminal Justice Records Act as well as maintenance and retention of digital and physical evidence in compliance with Local, State and Federal laws and the Standards of the Custer County Sheriff’s Office.
Processing digital media of Body Worn Cameras and other digital evidence, as well as the collection, handling and packaging, preservation, and release of digital and physical evidence.
Duties
The following statements are illustrative of the duties and responsibilities of the job.  The organization retains the right to modify or change the duties and responsibilities of the job at any time. 
· Perform a variety of duties to collect and maintain criminal evidence in law enforcement custody in accordance with strict chain-of-custody rules.
· Assist with evidence collection at major crime scenes or as needed by deputies.
· For major cases, and at the request of the Sheriff, photograph crime scenes and execution of search warrants.
· Keep records of all evidence received.
· Dispose of obsolete/unneeded evidence as required by Colorado Revised Statutes.

· Transport evidence to Colorado Bureau of Investigation and other agencies as required.

· Ensure limited access to evidence.

· Maintain and order supplies for evidence collection.

· Maintain knowledge of evidence collection techniques and provide training to co-workers on evidence collection, transport, and chain of custody rules.

· Maintain computer database of evidence and cases.
Knowledge, Skills, and Abilities

·  General knowledge of the mission, policies, goals, and procedures of the Custer County Sheriff’s Office.

· Familiarity with Federal, State, and Local Laws, Statutes, Ordinances, Rules, and Regulations pertaining to evidence collection and custody.

· Knowledge of the theory, principles, practices and methods of evidence collection, storage, transportation, and chain-of-custody rules.

· Knowledge of collecting and maintaining evidence through strict chain-of-custody rules.
· Developed knowledge of software and business applications, including but not limited to word processing, spreadsheets, presentation software, and databases. Understanding of modern office practices and procedures.

· Utilizes strong organizational abilities to handle a large quantity of records, files and physical evidence.

· Advanced operation of standard office equipment including fax machines, copiers, and computers.

· Has a clear and concise communication skill set, both verbally and in writing.
· Ability to maintain sensitive and confidential information.

· Ability to read and comprehend Sheriff’s Office and county rules, regulations, policies, procedures, and standard operation procedures. Able to understand the scope and application of laws and regulations pertaining to law enforcement records.

· Effectively goes about accomplishing the assigned workload independently in a timely manner and meet established performance standards and objectives.

· Establish and maintain an effective working relationship (customer service) with a diverse population to include inmates, criminal justice agency personnel, other county employees, representatives of other agencies and organizations, and members of the community. 

Qualifications

· One year of experience in a related field or in the performance of similar duties and responsibilities.  

· High School diploma or GED required.  
· Ability to obtain a Colorado Bureau of Investigation Operator Service Number and NCIC/CCIC certification. 

· Must be able to obtain Notary Public Commission.
· Must have and maintain a valid driver’s license.
Physical Requirements

· May be required to sit or stand for long periods of time.

· Must have acceptable eyesight to clearly distinguish specific colors and shades of hues of colors.
· Must be able to view computer keyboards and monitors and perform repetitive motions of typing on computer keyboards over lengthy periods of time.
· Must have full use of arms, hands, and fingers to complete computer duties.

· Must be able to work under stressful situations, such as receiving directives from several sources and in unfortunate, sad, or disturbing situations resulting from crime.
· Must have good cognitive skills, awareness of work accuracy, ability to concentrate on more than one task at a time and make independent decisions.

· Must be able to stoop, bend, stretch, twist, kneel, squat, balance and lift and carry up to 50 pounds

· May be required to drive in and around Custer County.
· Employee is occasionally exposed to hazardous and potentially lethal situations and individuals, including exposure to firearms, other weapons, explosives, and toxins.
· Must have awareness of work accuracy.

Pay Schedule
	Minimum Hourly Wage
	Maximum Hourly Wage

	$18
	$22
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