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VOLUNTEER POSITION DESCRIPTION

POSITION:	Investigations Assistant

RESPONSIBLE TO:	Investigations Sergeant or Lieutenant

LOCATION:	Police Operations Center
	705 S. Nevada Ave.

GENERAL DESCRIPTION: 
Under the supervision of CSPD personnel, the volunteer will review and process Outside Agency Assist (OAA) cases.

RESPONSIBILITIES:
· Review case files and evidence, determine jurisdiction, and process OAAs

TIME REQUIRED:
· Approximately 4 – 6 hours/week
· Monday – Friday, 8:00 am – 5:30 pm (possibility of outside of business hours once training is complete)

TRAINING:
· On the job training

QUALIFICATIONS:
· Be at least 18 years of age.
· Successfully complete background check, polygraph, and job suitability assessment.
· Able to maintain strict confidentiality.
· Detail oriented.
· Computer literate: Microsoft Word, Excel, Access, Email, Internet
· Ability to sit or stand for long periods of time

REQUIRED PRE-SERVICE TRAININGS AND AGREEMENTS:
· Authorized Use Policy (AUP)
· Security Awareness Training (SAT) Agreement
· Volunteer Agreement and Release of Liability
· Volunteer Ethics Agreement
· Criminal Justice Information System (CJIS) Training

BENEFITS TO VOLUNTEER:
· [bookmark: _GoBack]Volunteers are rewarded assisting the CSPD and outside agencies.
· The program enables volunteers to gain insight into our criminal justice system.
· Develop professional skills by interacting with police officers, detectives, and other emergency personnel.
Office of Volunteer Services – Public Safety
705 South Nevada Avenue, Colorado Springs, CO 80903
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