COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  CJIS COMPLIANCE SPECIALIST III 

	TITLE CODE:  2412
	GROUP:  AUXILIARY LAW ENFORCEMENT

	SELECTION METHOD:  100% QUAL      REV. 08-05
NO. OF TEST QUESTIONS:

SELECTION ID:  8957                          EXAM NO.
	SALARY:  (MIN-MID)  $3230.84 - $4280.10
GRADE:  15
SPECIAL ENTRANCE RATE:  No

	EXTENDED INITIAL PROBATIONARY PERIOD OF TWELVE (12) MONTHS:  For additional information refer to:   http://www.lrc.ky.gov/kar/101/001/325.htm

	POSITIONS IN THIS CLASS GENERALLY REPORT TO: CJIS COMPLIANCE SUPERVISOR  

	PRIMARY USER AGENCY:  DEPARTMENT OF STATE POLICE

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Oversees the training of entry level CJIS compliance staff and independently supervises the on-site review of policy and procedures of agencies that access systems within the CJIS (Criminal Justice Information Services) network including the NCIC (National Crime Information Center), AFIS (Automated Fingerprint Information System), UCR (Uniform Crime Reporting), and the NIBRS (National Incidents Bases Reporting System) to ensure compliance with federal and state statutes and regulations; performs other duties as required


	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of college or university with a bachelor’s degree.

	

	EXPERIENCE:  Must have four years of law enforcement, criminal justice or law enforcement telecommunications experience.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  None

	

	EXPERIENCE:  Additional experience in law enforcement/criminal justice or law enforcement telecommunications will substitute for the education on a year-for-year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	Pursuant to the CJIS security policy applicant shall not have been convicted of any felony crimes.  Must have current certification as a full access CJIS terminal operator from the state CJIS systems agency.  


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain certification as a full access CJIS terminal operator from the state CJIS systems agency for the length of employment in this classification.
	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Oversees the training of entry level CJIS compliance staff on the policies and procedures governing statewide access to information databases and/or networks maintained by the Kentucky State Police.  Provides documentation of training of the CJIS compliance staff and keeps supervisors apprised of progress or problems.  Assists in the development of training programs and the training o KSP and local law enforcement agencies that have access to CJIS network files.  Independently supervises the on-site requirements and coordinates the activities associated with the statewide access to information databases and/or networks maintained by Kentucky State Police.  Assists in the development of requirements, forms and materials needed to facilitate input, update and inquiry into established information files.  Provides technical assistance to agencies that interface LINK, NCIC, NLETS, UCR, NIBRS and AFIS networks.  Conducts periodic on-site audits of all agencies that access the law enforcement networks to ensure compliance with all established rules, regulations and guidelines as set forth in Title 28, Code of Federal Regulations, Chapter 17, Kentucky Revised Statutes, UCR system policy guidelines, NCIC policy guidelines, and National Law Enforcement Telecommunication Systems policy guidelines.  Consults with non-terminal agencies regarding their user responsibilities of the law enforcement networks.  Assists local law enforcement agencies and personnel in the use of the CJIS network as needed.  
	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is typically performed in an office setting under stressful conditions.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  08/16/2006
	DATE OF LAST REVISION:  04/16/2007

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


