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Official Volunteer Program 

Colorado Springs Police and Fire Departments

Office of Emergency Management

VOLUNTEER JOB DESCRIPTION

Volunteer Position:  
Crime Tip Processing Technician
Supervised By: 
Police Lieutenant – Investigations Division
Location: 

Police Operations Center, 705 So Nevada
General Description:  Volunteers staff crime tip lines and forward information to appropriate law enforcement agencies at the direction of the Police Lieutenant.   Volunteers also inform the Crime Stoppers Board of reward eligible tips.  
Training:  Training will be provided in the call center and will focus on interviewing skills and the use of tip-processing software.  Plan 4-8 hours total.
Qualifications: 

· Successfully complete all onboarding screening steps to include a polygraph

· Complete confidentiality is mandatory

· Volunteer an average 2 - 4 hours per week
· Proficient with computer skills. Computer technical skills especially helpful when trouble -shooting
· Proficient with communication and decision-making skills
· Working knowledge of basic office equipment, as some shifts will be outside of normal business hours
Duties and Responsibilities:

· Answer the tip line utilizing interviewing and communication skills
· Record the information and disseminate the tip to the appropriate law enforcement unit per protocol instructions from the supervising Lieutenant
· Assist in maintaining crime tip information files

· Assist with operational support within the call center as needed
             Work and communicate with fellow Crime Tip Processing Technician, acting as a 
Liaison, in order to keep the Crime Stoppers Board aware of tip processing and report on other board considerations. 
Volunteer Benefits and impact: 
Volunteers contribute to making our community a safer place to live and work; learn about internal police operations and have the opportunity to interact with local law enforcement agencies. 

