DUTY STATEMENT
DEPARTMENT OF JUSTICE
DIVISION OF CALIFORNIA JUSTICE INFORMATION SERVICES
BUREAU OF CRIMINAL INFORMATION AND ANALYSIS
RECORD MANAGEMENT BRANCH
CRIMINAL RECORD EXPEDITE & SUPPORT PROGRAM
QUALITY UPDATE & EXPEDITE SECTION

JOB TITLE: Supervisor I
POSITION NUMBER: 420-761-4800-016
INCUMBENT: Vacant

STATEMENT OF DUTIES: The Supervisor I is the manager of the

Quality Update and Expedite Section (QUES). The Sup I is responsible for the planning and
management of the analysis, coding, and entry of arrest and disposition documents into the
Automated Criminal History System (ACHS). The Sup I also aides and advises the Program
Manager on policy and operational decisions relating to the ACHS and other automated
projects/proposals relating to arrest and disposition reporting. The Sup I must plan, organize, and
direct activities of the Section; develop plans and strategies for improvements to current
processing technologies; represent the Bureau in meetings with local, state, and federal criminal
justice agencies regarding applicant or criminal issues; meet with vendors and Division
information technology personnel regarding program automation issues; set work priorities; and
review legislation and the impact on the section.

SUPERVISION RECEIVED: Reports directly to the Sup IL

SUPERVISION EXERCISED: Directly supervises Supervising Program Technician II/III and
Analyst I staff.

TYPICAL PHYSICAL DEMANDS: Ability to work at a computer terminal for extended
periods of time and to lift, carry, and move up to 20 pounds.

TYPICAL WORKING CONDITIONS: In a remote work environment, home office, or
similar environment in California. At the office, an enclosed windowed office with a smoke-free
environment. May be required to sit at a computer terminal while performing research and other
duties up to eight hours a day. Travel to designated offices may be required.

ESSENTIAL FUNCTIONS:
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50% Oversees the operational flow of daily incoming work and production. Directs and
coordinates multiple levels of supervision comprising a staff of approximately 25
employees. Ensures communication and information is made available regarding
priorities procedures, and policy issues.

30% Evaluates the effectiveness of the production operation. Assists in planning and
developing of automation and technology testing. Formulates plans for short- and long-
range operation goals for the section.

15% Coordinates discussions between the Division’s Operations support Program and the
Department’s Office of Human Resources regarding personnel issues. Reviews and
ensures quality and accuracy of content for all personnel actions timely. Oversees
recruitment for the section.

5%  Reviews legislation and evaluates the impact on the section. Provides tours of production
work area and gives demonstrations of functions. Represents the Program in the absence
of the Program Manager as assigned.

I have read and understand the essential functions and typical physical demands required of
this job (please check one of the boxes below regarding a Reasonable Accommodation):

L1 I am able to complete the essential functions and typical physical demands of the job
without a need for a reasonable accommodation.

L1 I am able to complete the essential functions and typical physical demands of the job, but
will require a reasonable accommodation. I will discuss my reasonable accommodation
request with my supervisor.

L1 I am unable to perform one or more of the essential functions and typical physical
demands of the job, even with a reasonable accommodation.

L1 I am not sure that I will be able to perform one or more of the essential functions and
typical physical demands of the job, and will discuss the functional limitations I have with my
supervisor.

Employee’s Signature Date Supervisor’s Signature Date
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