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JOB SUMMARY

This position is responsible for the investigation of assigned criminal cases.
MAJOR DUTIES

· Reviews police reports, medical records, crime lab reports, criminal history reports, driver history reports, crime scene reports, defendant and witness statements, and other documents.
· Reviews cases with prosecutors; assists with developing strategies and in deciding whether to prosecute suspects.

· Gathers information regarding alleged offenses and prepares related reports.

· Locates and interviews witnesses, defendants, victims, and others.

· Assists in preparing cases; testifies in court as needed.

· Issues and serves subpoenas; initiates and executes search warrants; serves court documents.
· Makes copies of audio/video recordings for courts and defendants.

· Maintains and operates courtroom and grand jury room audio-video and other equipment.

· Retrieves, secures, and transports evidence; prepares exhibits for court.

· Manages department vehicle fleet.

· Performs related duties.
KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of criminal law.
· Knowledge of court procedures.

· Knowledge of local, state, and federal laws.

· Knowledge of criminal investigation principles and practices.
· Knowledge of computers and job-related software programs.
· Skill in legal research.
· Skill in conducting investigations.

· Skill in presenting information and arguments in a court setting.

· Skill in oral and written communication.

SUPERVISORY CONTROLS

The Senior Assistant District Attorney assigns work in terms of very general instructions. The supervisor spot-checks completed work for compliance with procedures and the nature and propriety of the final results.
GUIDELINES

Guidelines include the Official Code of Georgia Annotated, Uniform Superior Court Rules, GCIC rules and regulations, office standard operating procedures, and county policies and procedures. These guidelines require judgment, selection, and interpretation in application.
COMPLEXITY/SCOPE OF WORK

· The work consists of varied investigatory duties. The unique nature of each case contributes to the complexity of the position.
· The purpose of this position is to conduct investigations to assist in the prosecution of criminal cases. Success in this position contributes to enforcement of state laws and to the protection of the rights of victims.
CONTACTS

· Contacts are typically with other county employees, law enforcement personnel, witnesses, victims, defendants, judges, court staff, and members of the general public.
· Contacts are typically to provide services, to give or exchange information, to motivate or influence persons, or to resolve problems.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table or while standing or walking. The employee occasionally lifts light objects and utilizes the sense of smell.
· The work is typically performed in an office, courtroom, and outdoors, occasionally in cold or inclement weather.
SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· Associate degree required; and
· More than three years of related experience required; or
· Any equivalent combination of education, experience and training which provides the knowledge, skills, and abilities to perform the work.
· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated.
· Ability to meet current requirements set forth by the Peace Officer Standards and Training Council for the State of Georgia.
