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Police Civilian Investigator 

 
Department/Division: Police/Investigation 
Reports To: Police Sergeant 
Provides Direction To: Not applicable 
Exemption Status: Exempt 
Date Prepared: December 4, 2006 
 
GENERAL PURPOSE 
 
Under general supervision, performs police civilian investigations involving data collection, 
interviewing of witnesses, suspects, victims, and specialists, the analysis of evidence, and 
the presentation of findings and reports that are used in the prosecution of crimes; 
prepares and fields press releases; serves in other special assignments; and performs 
other related duties as assigned. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
The duties listed below are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them 
from the position if the work is similar, related, or a logical assignment to the class. 
 

1. Reviews police reports to determine facts and circumstances surrounding the 
potential violation of penal and civil codes for specialized crimes and determines 
whether investigation is warranted. 

 
2. Determines appropriate analytical methods and information-gathering processes 

that are relevant to the particular cases. 
 

3. Collects, packages, and books evidence; researches and obtains required 
information and data for particular cases; prepares search warrants and establishes 
other law enforcement agencies that should be involved with case. 

 
4. Interviews witnesses, victims, suspects, and specialists in order to understand the 

nature of the crime, probable causes, motives, and potential violations of criminal 
and civil law. 

 
5. Prepares and shows photo line-ups to identify potential suspects; researches local, 

State and federal databases. 
 

6. Writes police reports to document findings, including supplemental reports, crime 
reports, and property reports. 
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ESSENTIAL FUNCTIONS (continued) 
 

7. Discusses findings and alternatives with other police personnel in preparing cases 
and evidence, and provides referrals to other agencies. 

 
8. Prepares press releases, fields press inquiries, and conducts press briefings and 

interviews with media representatives. 
 

9. Testifies in Court proceedings and serves as Police Press Officer for sensitive 
cases. 

 
10. Acts as SWAT negotiator, and other special assignments. 

 
QUALIFICATIONS GUIDELINES 
 

Knowledge of: 
 
California Penal Code and applicable civil codes; general investigation procedures; 
crime elements specific to particular cases; protocols involving sexual assault, child 
abuse, domestic violence; investigative tactics; effective interviewing techniques; 
financial, statistical, and comparative analysis methods; case management practices; 
effective business communications and proper English usage, including spelling, 
grammar and punctuation; report presentation techniques.  
 
Ability to: 
 
Analyze civilian crimes, including evidence, criminal histories, potential suspects, 
interpersonal relationships, financial data, and other factors; evaluate probable 
motives, behaviors, and alternative causes and reach sound conclusions based upon 
research and collaboration; collect, evaluate and interpret varied data, either in 
statistical, narrative, or interview form; conduct interviews and case research; interpret 
and apply laws, regulations, policies and procedures; prepare clear and concise 
reports, and other written materials; organize and maintain accurate records and files; 
coordinate multiple cases and meet critical deadlines; exercise sound judgment within 
established guidelines; communicate clearly, concisely and effectively, orally and in 
writing; use tact, discretion and sensitivity in dealing with sensitive situations; establish 
and maintain effective working relationships with victims, suspects, media 
representatives, attorneys, Court officials, police personnel, citizen groups, and the 
public; operate computer hardware and utilize word processing, spreadsheet, and 
centralized law enforcement software applications programs and databases.   
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Education/Training/Experience: 

A typical way of obtaining the knowledge, skills and abilities outlined above is 
graduation from a four-year college or university with a Bachelor’s degree in criminal 
justice, police science, or a closely related field; and three years of varied analytical 
and technical experience involving the investigation of civilian crimes or similar types of 
cases; or an equivalent combination of training and experience. 
 
Licenses; Certificates; Special Requirements: 
 
A valid Class C California driver’s license and the ability to maintain insurability under 
the City’s Vehicle Insurance Policy. Successfully complete background investigation 
check. 
 

PHYSICAL AND MENTAL DEMANDS 
 
The physical and mental demands described here are representative of those that must 
be met by employees to successfully perform the essential functions of this class. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 

Physical Demands 
 
While performing the duties of this job, the employee is regularly required to use hands 
to finger, handle, feel or operate objects, tools, or controls and reach with hands and 
arms.  The employee is expected to talk and hear within interview and investigation 
settings.The employee is required to frequently sit and occasionally walk and stand to 
access work areas and files; stoop, kneel, or crouch to access or place records or files; 
lift and carry records and documents, typically weighing less than 20 pounds. Specific 
vision abilities required by this job include close vision, color vision, and the ability to 
adjust focus. 
 
Mental Demands 
 
While performing the duties of this class, the employee must be able to use written and 
oral communication skills; read and interpret data, information and documents; 
interpret policies and procedures; use math and mathematical reasoning; learn and 
apply new information or new skills; work under deadlines with constant interruptions; 
and interact with City staff, other organizations and the public; and interact with 
suspects, victims, police officers and investigators, media representatives, Court 
officials, and the general public. 
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WORK ENVIRONMENT 
 

The employee works in both office and field settings. The noise level is moderately 
quiet.  In the field, the employee is subject to traffic. Occasional driving is required to 
attend meetings at police facilities, travel to and from crime sites and interview 
locations, and appear at Court hearings. The employee works with crimes and issues 
involving sexual assault, child abuse, and domestic violence cases and serves as a 
crisis negotiator, as needed. The employee investigates evidence at crime scenes.  
The employee interfaces with victims, suspects, and repeat offenders. 

 
 


