CLASS T610

POSN # 51117

UPDATED 12/20
ASSISTANT TO INVESTIGATIVE SERVICES/GRANTS COORDINATOR
Police Department

(Grade 10)

Definition:

This is a duel function position, which is comprised of serving as an Assistant to Investigative Services and also as a Grants Coordinator.

Assistant to Investigative Services (50%)
Under general supervision, performs a variety of moderately complex administrative support duties requiring extensive knowledge of the Investigative Services Unit, its procedures, and operating details; performs skilled word processing, spreadsheet, data entry, and typing.  Also, performs a significant amount of research on behalf of cases that require a broad knowledge of police policy and procedures.  Maintains the Department website and Facebook page.   Assists all members of the investigative services unit in a manner which facilitates their duties. 
Grants Coordinator (50%) 
Responsible for supporting grants management and associated administrative activities for the Police Department. As requested, the Grants Assistant may be responsible for researching, writing drafts, submission, and required reporting of various Federal and State funded grants for which the police department seeks funding to support the initiatives and mission of the department.
May also submit agenda items to the Town for approval of grants, as well as present these funding awards to the Town Council.
Supervision:

Assistant to Investigative Services

Works under the general direction of a Detective Lieutenant.  Receives oral and written instructions. Completes work assignments for 1 Detective Lieutenant, 2 Sergeants and 12 Detectives, as needed. Works within the guidelines of all applicable laws, department policies and procedures, and the Civilian Code of Ethics.  The majority of work is planned and performed independently, unusual cases are referred to the supervisor.  Work requires judgment to assimilate information received through a police report and then disseminate this information to the public. 
Grants Coordinator

Works under the direction of the Finance & Support Services Director.  Follows instructions and grant work under the guidance and oversight of the Finance & Support Services Director, as it pertains to all assigned grant related work.

Job Environment:

Assistant to Investigative Services

Work is conducted in a typical office setting with frequent exposure to stressful situations.

The nature of the position requires employees to be subjected to criminal activities, the criminal element, and criminal investigations. Work may be stressful at times.

Operates a telephone, computer, calculator, typewriter, fax machine, scanner, two-way radio, camera and copy machine.

Has access to extensive confidential information related to ongoing criminal investigations and departmental activities.  Must maintain confidentiality of ongoing investigations within the department, as well as the identity of all confidential informants used by the detective division.  Incumbent is debriefed regarding critical incidents such as murders, assaults, rapes, fatal accidents, and related situations.  Also receives and processes highly confidential information from other agencies such as the DEA, FBI and ICE.  Information that is obtained from these agencies could compromise investigations if inappropriately released and could jeopardize the safety of others and the integrity of highly sensitive investigations as well as result in legal repercussions, monetary loss and adverse public reaction..   

Has constant contact with the general public, police officials, attorneys, law enforcement and other agencies, and criminal offenders, requiring courtesy, patience and discretion.  Work involves contact with irate, emotional, and/or confused individuals.

Maintain a working relationship with victims, suspects, mental health facilities and other departments. Provide comfort and assistance to the public when they believe that they are in a detrimental situation or crisis and need to talk/give information to detectives. 
Grants Coordination

Has responsibility for the timely submission of grants as assigned, timely reporting of grant reports and requests from grantors.  Failure to do so could result in loss of funding and ability to apply for future grants.

Responsible for following the protocol of the Town relative to submitting agenda items to the Town Council relative to new grants.
Essential Functions:

(The functions or duties listed below are intended 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 position.)

Assistant to Investigative Services

Provides administrative support of a highly confidential nature to the Investigative Services Unit and the Community Impact Unit.  Performs a full range of administrative and office support duties, including document preparation, records management, researching, compiling and organizing information from various sources related to court cases and criminal matters.   Screens phone calls, visitors, and mail, and directs questions to the appropriate staff.  Prepares correspondence of a routine nature using independent judgment.  Work requires a good working knowledge of unit procedures and policies, as position is frequently called upon to respond to inquiries from other law enforcement agencies, the court system, victims and case managers.  Provides support and assistance to victims and others seeking updated information regarding ongoing case development.  Arranges appointments with staff of the unit.
Maintains the department’s tip-line and provide information that is provided from the public to the detective supervisors for further investigation.  

Assist detectives in retrieving stolen property from Larcenies and B&E’s by searching, tracking, and seeking out stolen property that has been re-sold to pawnshops, online sales/trade on Cape Cod and all over New England. 

Makes determination of race and ethnicity of offender.  Creates court folders for detectives’ arrests and summonses due to confidentiality of the investigations. Ensures that all confidential information has been redacted from the report before release to the public.   
Schedules, attends, and contributes to highly confidential Division staff meetings and briefings; keeps abreast of cases and perpetrators.   Attends highly confidential Community Crisis Intervention Team (CCIT) meetings - -  taking minutes of the meeting, creating and distributing information forms.   Creates the topic of discussion forms for the next meeting. 
Is responsible for updating and maintaining the contents of the Department’s website and Facebook page.  With little supervision issues current stories of interest, events, and other safety topics as an informational source for the general public.

Provides support for supervisor and detectives by scheduling appointments, determining status and relevance of important information and providing updates regarding criminal investigations, meetings and appointments.

Collects and compiles information for statistical purposes.  Researches on-line criminal record systems and inputs data.  Files forms and correspondence, purchases office supplies for division; opens and screens correspondence and mail. 

Validate arrest warrants with the District Attorney’s office for NCIC/CJIS by researching the suspect, reaching out to other government agencies and creating folders for each extraditable warrant.  

Prepares search warrants and ensures for proper content and accuracy of information. 

Assists other police agencies by providing copies of booking photographs, fingerprints, reports and in-house research. 

Maintains all superior court case files.  Prepares cases for screening for Grand Jury Updates officers regarding status and appearances of defendants in superior court.  Maintains an accurate calendar for recording superior court appearances.  Records and disseminates superior court dispositions.  

Provides juvenile prosecutor with copies of reports for offender prosecution.  Contacts witnesses/victims in all juvenile cases to set up interviews with the juvenile detective.  Acts as a liaison between the Barnstable Public School officials and the juvenile detective.

Enters supplemental narrative for civil infraction citations based upon notes provided by officers. Also enter fugitive from Justice warrant narratives, missing persons, etc.
Investigates missing persons by calling family, friends, and reporting party to create a lifestyle pattern for the missing persons. 

In the absence of the Victim Specialist prepares packets for service on Abuse Prevention orders, provides assistance for victims on obtaining Harassment Prevention Order/Restraining Orders; and enters service attempts and return of service forms to court. 
Certified agent for the Massachusetts Address Confidentiality Program, you provide and assist in the application process for victims that qualify for address confidentiality. 

Assists Records/Property Supervisor with property tracking reports every month that will provide detectives with property that can get disposed of, forfeited, or returned. 

May be called upon to work in the case of an emergency.
Grants Coordinator

Assists the Finance & Support Services Director in seeking out grant opportunities relative to public health & safety.
As assigned, completes grant applications by researching information relative to a grant, such as suitability and required matches.

Completes grant applications including research on topic necessary to complete the application; gaining prices quotes for material objects and/or pricing out personnel costs for a grant.   Completes the narrative and budget of grant applications.  Also, compiles required assurances, certifications and other requirements of specific grants and makes arrangements for signature of those documents by  the Chief of Police and Town Officials.

Once grant is awarded, makes arrangement for contract signatures and any other requirements of the initial grant award.  Composes agenda items that are submitted to Town Finance and Legal for approval to be included in an upcoming Town Council meeting.  Once approved, may present the grant award to the Town Council for approval or accompany the Chief or the Finance & Support Services Director to a Town Council meeting to provide support on a grant that has been awarded.
As assigned, is responsible for quarterly reporting on grants, drawdown requests, annual reporting requirements and grant closeouts.  Also responds to inquiries form grantors relative to grants that incumbent is familiar with and is responsible for.

Performs other duties as required.

Recommended Minimum Qualifications:
Education and Experience:
Bachelor’s Degree and more than five year’s experience in a law enforcement environment, or any equivalent combination of education and experience.  Courses in grant writing and grant-keeping are desirable.
Knowledge, Ability and Skill:

Knowledge:  Thorough knowledge of office procedures and equipment.  Knowledge of criminal law and court proceedings.  Knowledge of Massachusetts General Laws.  Knowledge of abuse laws and processes.  Working knowledge of departmental procedures and functions.  General knowledge of website maintenance and how to publish information on Facebook and Twitter.  Knowledge of the process of grants research, writing grants and maintaining grants.  Ability to attend grants training both online and in-person at Federal and State levels. Working knowledge of State procurement laws, Chapter 30B.  Knowledge of various grant engines commonly used in police grant work, such as Grants.Gov; JustGrants; and Executive Office of Public Safety. 
Ability:  Ability to maintain detailed and confidential records and to prepare reports from same.  Ability to meet and communicate with people appropriately and effectively, often regarding sensitive matters.  Ability to establish and maintain complex record systems.  Ability to work independently.  Ability to work for multiple persons.  Strong writing and math skills required in the grants process.  Ability to organize grant applications and paperwork.  Ability to keep a schedule of required deadlines for grant reporting.  Ability to present grants to the Town Council for approval and respond to questions from same.  Ability to maneuver through grant websites and follow instructions.    

Skill:  Proficiency in the use of computers, including word processing, spreadsheets and database data input and retrieval.  Ability to research and produce reports of research findings.
Physical Requirements:
Minimal physical requirements in an office setting.  Frequent lifting of files or supplies weighing up to 25 pounds.  Filing duties require constant standing, bending and stretching.
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