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JOB FAMILY: Public Safety FLSA STATUS: Non-Exempt 

JOB CODE: XX SALARY RANGE: $XXX - $XXX 

UNION CODE: XX PROBATION PERIOD: XX 

 

CLASSIFICATION SUMMARY: 

This class is the first level in a four-level Public Safety Investigative Support Series devoted to providing 
support functions for law enforcement investigative activities.  Incumbents provide specialized assistance 
to detectives and the investigative process as well as professional advocacy to victims of violent crimes.  
As assigned, work may include performing intake and data collection; maintaining a database and 
tracking information; preparing routine reports; and reviewing reports and incidents for referral to 
appropriate detective within standard policies and procedures. 

 

DISTINGUISHING CHARACTERISTICS: 

This classification is distinguished from the Public Safety Investigative Specialist, Senior in that it 
provides specialized assistance and support related to investigative processes and/or advocacy on 
behalf of victims of violent crimes. 

 

SUPERVISION EXERCISED / SUPERVISION RECEIVED: 

Receives general supervision on routine items which are performed according to established standards 
and procedures and receives specific work instruction regarding non-routine matters and deadlines. 

 

ESSENTIAL DUTIES: 

This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Provides specialized assistance in support of investigative processes and procedures and may provide 
advocacy on behalf of victims or violent crimes.  

Receives and responds to inquiries, service requests and information requests; monitors and maintains 
schedules. 

Gathers and reviews information and prepares documentation, information packets, reports and other 
documents related to area of assignment; ensures accuracy and completion of required records and 
documentation. 

Organizes and maintains records, system data, files, documents, evidence, equipment and/or other 
investigative-related information. 
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ESSENTIAL DUTIES: 

This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Performs other duties of a similar nature and level as assigned. 

 

POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE: 

Positions assigned to crime data analysis may be responsible for: 

 Providing support to the Major Crimes Unit during critical incidents; 

 Preparing background packets; 

 Preparing monthly UCR statistics; 

 Providing research support to Crime Analysts; 

 Assisting with maintaining a crime database. 

Positions assigned to graffiti action may be responsible for: 

 Taking and responding to graffiti calls from residents; 

 Responding to resident concerns; 

 Dispatching crews for graffiti abatement; 

 Maintaining and updating a database; 

 Scheduling removal projects; 

 Maintaining shop supply inventory; 

 Referring cases to graffiti detective as needed. 

Positions assigned to missing persons may be responsible for: 

 Assisting sworn personnel with completing investigative duties related to missing persons; 

 Conducting interviews to gather information and acquire leads. 

Positions assigned to sex registrant tracking may be responsible for: 

 Assisting with data collection, tracking and investigative duties including registrations for offenders; 

 Preparing court packets; 

 Performing data entry; 

 Assisting detectives with investigations for violations. 

 

POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE: 

Positions assigned to victim services may be responsible for: 

 Providing assistance to victims of sexual assault, domestic violence and homicide; 

 Informing victims of their rights; 

 Accompanying victims during medical exams and interviews; 

 Providing information on victim resources and reviewing Child and Family Service Referrals to 
determine those requiring further investigation by detectives. 
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EDUCATION AND EXPERIENCE:  

Associate’s degree in police science, business or public administration and two years of related public 
safety experience.  Successful completion of a police background investigation may be required, with 
requirements determined by the City of Oxnard. 
 
OR 
 
An equivalent combination of education and experience sufficient to successfully perform the essential 
duties of the job such as those listed above, unless otherwise subject to any other requirements set forth 
in law or regulation. 

 

LICENSING/CERTIFICATIONS: 

Depending on assignment, some positions may require: 

 Valid California Class C Driver’s License with a satisfactory driving record. 

 

 

KNOWLEDGE OF:  

 Standard practices, methods and materials of assigned work. 
 Principles and practices of conflict resolution. 
 Business math concepts. 
 Filing and record-keeping principles. 
 Occupational hazards and applicable safety principles and practices. 
 Uses and properties of supplies and equipment. 
 Applicable federal, state and local laws, codes, regulations (based on assignment). 
 Customer service principles. 
 Specialized equipment relevant to area of assignment. 
 Modern office technology. 
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SKILL IN:  

 Composing and maintaining basic original documents and reports. 
 Performing basic original research, compiling and assembling data. 
 Providing attention to detail in assignments. 
 Proofreading and error correction. 
 Business math computations. 
 Coordinating deadlines and prioritizing work demands. 
 Organizing and maintaining records and files. 
 Maintaining and updating data and documentation. 
 Comprehending reference materials. 
 Operating assigned tools and equipment. 
 Interpreting and applying applicable laws, codes, regulations and standards (based on assignment). 
 Providing customer service. 
 Utilizing a computer and relevant software applications. 
 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, 

the general public and others to sufficiently exchange or convey information and to receive work 
direction. 

 

ADA AND OTHER REQUIREMENTS: 

Positions in this class typically require: stooping, reaching, standing, walking, pulling, lifting, fingering, 
grasping, talking, hearing, seeing and repetitive motions. 
 
Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, 
and/or a negligible amount of force constantly to move objects.  If the use of arm and/or leg controls 
requires exertion of forces greater than that for Sedentary Work, and the worker sits most of the time, the 
job is rated for Light work. 
 
Working Conditions:   
Work is performed in both the field and in an indoor office environment with moderate exposure to 
atmospheric conditions (such as fumes, odors, dusts, gases, poor ventilation, etc.); moderate exposure 
to environmental conditions (such as disruptive people, imminent danger, or a threatening environment); 
and moderate exposure to extreme temperatures, inadequate lighting, and travel. 

 

NOTE:   

This job classification description is intended to be generic in nature.  It is not necessarily an exhaustive 
list of all duties and responsibilities.  The essential duties, functions and responsibilities and Fair Labor 
Standards Act (FLSA) designation may vary based on the specific tasks assigned to the position.  The 
FLSA is a recommendation only.  Final FLSA to be determined by City of Oxnard. 

CLASS HISTORY INFORMATION:  

Draft prepared by Gallagher Benefit Services, Inc. 
Date:  (08/13/2018) 

 


