
 
 

CHEROKEE COUNTY 
JOB DESCRIPTION 

 
TITLE:   CRIME ANALYST 
       
DEPARTMENT:  SHERIFF'S OFFICE   
 
FLSA:   NON-EXEMPT 
 
DIVISION:  VARIES 
 
   
 
POSITION SUMMARY:  
 
This is a professional civilian position involving the collection, management, and analysis of 
crime, calls for service, and other data to find crime trends, patterns, series, hot spots, and other 
crime problems.  The analyst disseminates this information to the department through reports and 
assists if necessary, in the process of developing strategies to address identified problems.  Work 
is performed with allowance for independent initiative, judgment, and latitude for selection of 
methods and procedures.  The position is a tool used to provide decision support mechanisms for 
law enforcement personnel. 
 
POTENTIAL ASSIGNMENTS INCLUDE: 
 
Field Operations to include: 

Criminal Investigation Division 
Uniform Patrol Division 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: Include the following, other duties may 
be assigned: 
 
Prepare and submit weekly/monthly/annual detailed statistical reports. 
 
Disseminate crime analysis / intelligence reports. 
 
Research and collect data regarding criminal activity. 
 
Utilize Geographical Information Systems such as Arc View GIS to analyze information and 
perform Geocoding. 
 
Extraction and processing of GIS data sets for command staff and public requests. 
 



 
Extraction and analysis of data from the Sheriff's Office Automated Reporting System (ARS), 
Records Management System (RMS) and Corrections Management System (CMS) to design and 
prepare maps using ESRI GIS software. 
 
Regular briefings of Command Staff Personnel on identified trends.  
 
Training law enforcement personnel on the use of GIS technology. 
 
Research, obtain and learn the latest crime analysis techniques including geographic profiling 
and predictive modeling. 
 
Work independently without constant supervision. 
 
OTHER DUTIES: 
 
Coordinate with analysts from other jurisdictions. 
 
Research and study current literature and keep the department informed of new concepts, 
equipment, and programs applicable to statistical tracking in law enforcement. 
 
SUPERVISORY RESPONSIBILITIES: 
 
The work does not require the direct supervision of other employees. However, it does 
necessitate close interaction with command staff personnel with little or no close supervision. 
 
QUALIFICATION REQUIREMENTS: 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION AND EXPERIENCE: 
 
Possess from an accredited University or College a Bachelor's degree in Computer Science, 
Criminal Justice, GIS, Geography or related field and experience using ESRI GIS products 
including ArcView or ArcGIS on a Windows 2000 or XP platform.   
 
Knowledge of ArcIMS preferred but not required.   
 
Must have a working knowledge of Microsoft Office 2000,Seagate Crystal Reports and 
Structured Query Language (SQL). 
 



Must have strong problem-solving abilities, creativity, self-motivation, and the ability to 
successfully complete assignments under limited direction.  
 
ELIGIBILITY REQUIREMENTS: 
 
Be at least 18 years of age when the employment application is submitted;  
Be legally qualified to work in the United States as of the date employment commences;  

Possess an Honorable Discharge (if prior military service);  

Be able to perform the essential job functions for the position applied for;  

Successfully pass a written basic skills test;  

Successfully pass an oral hiring board interview;  

Successfully pass an extensive background investigation which includes a check of school 
records, credit history, prior employment history, court dockets and drivers history; inquiries into 
character and reputation through interviews of references and previous work/school associates; 
and a fingerprint-based criminal records check;  

Complete a polygraph examination;  

Successfully pass a medical examination, drug screen and psychological evaluation. The medical 
examination, drug screen and psychological evaluation shall only be administered if a 
conditional offer of employment is made.  
 
Certificates, Licenses, Registrations 
 
Possess a valid Georgia Driver's License (Class C) and satisfactory Motor Vehicle Record 
(MVR). 
 
Must be able to complete necessary initial and annual training as required and approved by the 
Agency.  
 
KNOWLEDGE SKILLS AND ABILITIES 
 
Knowledge of or the ability to learn general law enforcement practices, federal, state, and local 
criminal, traffic and juvenile laws and legal procedures; and the rules, regulations, policies, and 
procedures of the County as they apply to the functions of crime analysis. 
 
Knowledge of or the ability to learn law enforcement patrol and investigative methods, 
procedures, and techniques and relate these to requests for analysis of data. 
 
Ability to learn the Uniform Crime Reporting process and requirements 
 
Ability to learn computer software applications in use by the Agency for crime analysis 
 



Ability to work under pressure within time constraints 
 
Skilled in the operation of a personal computer to produce reports and other documents 
 
Knowledge and understanding of fundamentals of criminology and law enforcement 
 
Ability to communicate effectively in the English language, both orally and in writing. These 
abilities are frequently required to develop clear and comprehensive reports and to obtain 
information through oral conversations.  
 
Ability to read and comprehend instructions, agency correspondence, policies and procedures, 
and evidentiary documents; to apply commonsense understanding to carry out instructions. 
 
Ability to appropriately respond to a variety of complex interpersonal matters and to take 
appropriate action based on facts and circumstances of the situation.  
 
Ability to exercise independent judgment; mentally recall conversations, observations, and 
impressions; and to make accurate descriptive observations of objects, events, and human 
behaviors in terms of physical characteristics. 
 
Ability to deal professionally and fairly in interactions with the general public; to effectively 
communicate with the public; and to establish and maintain effective working relationships with 
coworkers, other County Departments and employees as well as with County Officials. 
 
Ability to add, subtract, multiply and divide in whole numbers and to perform specific 
computations that are applicable to specific duty assignments. 
 
OTHER REQUIREMENTS 
 
The physical demands described here are representative to those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; sit; 
use hands to finger, handle and feel objects, equipment, and controls; reach with hands and arms; 
talk and hear. The employee may be required to sit at a work station for long periods of time. 
 
Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus. 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee may work near moving mechanical parts 



and in high, precarious places and is occasionally exposed to humid conditions and the risk of 
electric shock. Work is performed in both daylight and at night and may be required to travel in 
inclement weather conditions. 
 
The noise level of the work environment is usually moderate. 
 
           
Approval: 
 
           
Agency/Department Director  Date  County Manager   Date 
 
 
           
I acknowledge receipt of this job description. 
 
    
Employee Signature  Date 
 
 
 
 


