
ESSENTIAL JOB DUTIES AND/RESPONSIBILITIES 

The following duties are normal for this position.  The omission of specific statement of the duties 

does not exclude them from the classification if the work is similar, related, or a logical assignment 

for this position.  Other duties may be required, assigned and expected aside from those set forth 

below to address operational needs and changing operational practices. 

JOB IDENTIFICATION 

Job Title: Pay Grade: 

Department: FLSA Status: 

Location: Reports to Position: 

Effective Date: 

JOB SUMMARY 



QUALIFICATIONS 

Education and Experience Guidelines 
Any combination of education and experience that would like provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities required for this position 
would be:      

 Education and Training 

 Experience 

Licenses or Certification Required 

The following generally describes the knowledge and abilities required in order to successfully 
perform the assigned duties of the position: 

 Knowledge of: 



Ability to: 

APPROVAL/ACKNOWLEDGEMENT 

_____________________________________  _____________ ______________
Department Head      Title            Date 

_____________________________________  HR Director  ______________ 
Human Resources Director         Title          Date 

_____________________________________ City Manager  ______________ 
City Manager            Title     

____________________________________________________ 

Date 

______________
Incumbent Employee Printed Name and Signature      Date 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  In compliance with the Americans with Disabilities Act, 
the City encourages both prospective and current employees to discuss potential accommodation 
needed to perform the essential duties of this position. 

 Environment:   

Physical Demands:   See Accompanying Page

 Key Working Relationships:   



Rare 
0%-10%  

of the time 

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

LIFT/CARRY 

1-10 lbs 

 11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

PUSH/PULL 

1-10 lbs 

11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

MOVEMENT 

Bend/Stoop/ 
Twist 

Crouch/ 
Squat 

Kneel/Crawl 

Reach Above 
Shoulders 

Reach Below 
Shoulders 

  Repetitive 
Arm Use 

Repetitive 
Wrist Use 

Repetitive 
Hand Use 

a) grasping

b) squeezing

Climb 
Stairs/Ladder 

Uneven 
Walking 
Surface 

Even Walking 
Surface 

PHYSICAL REQUIREMENTS –  
Rare 

0%-10%  
of the time

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

EQUIPMENT USE & OPERATION 

Motor Vehicle 

Heavy Equipment 
(Backhoe, dump 

truck) 

Large Apparatus 
(Fire Truck, Street 

Sweeper) 

Small Equipment 
(Mower) 

Handheld 
tool/equipment 

(tamps, weed 
eaters, shovel) 

WORK WITH/NEAR 
Machinery 

Electricity 

Power Tools 

Impact Tools 

Chemicals 

Fumes 

Heights 

ENVIRONMENT 
Indoors 

Outdoors 

Extreme Heat 

Extreme Cold 

Dusty 

Excessive Noise 

Other (explain) 

ENDURANCE 
Task Hours at One Time Total Hours in an 8 Hour Day 

Sit 

Stand 

Walk 

HEARING/VISION/DEXTERITY 
N/A AVERAGE LOW 

Hearing Acuity

Visual Acuity  

Manual dexterity 

Additional Considerations (including clarification of any of the 

above) 


	Pay Grade: EAP -07
	FLSA Status: Non Exempt
	Location: 1111 Broad St. 
	Reports to Position: CID Captain
	Effective Date: 10/01/2024
	JOB SUMMARYRow1: The purpose of the Intelligence Analyst position is to provide for the study of criminal activity using a set of systematic, analytical processes directed at providing timely and pertinent information relative to crime patterns and trend correlations, to assist field, investigative, and administrative personnel in planning the proactive deployment of resources for prevention and suppression of criminal activities.  Further, the Intelligence Analyst utilizes information collected from various sources to assist in the prevention of crime and the apprehension of criminals.  This position will also assist in investigating criminal activity by performing digital forensic examinations of data stored on electronic devices.   
	Ability to: Interact effectively with law-enforcement personnel, community members, and co-workers in a professional, courteous, and friendly manner.Maintain information confidentiality.Engage with law enforcement & intelligence agencies to learn about resources, tools, and expertise to better serve the department and community. Understand and uphold search & seizure laws and constitutional laws.Electronically record and store documentation appropriately.Quickly assess and prioritize information received.Adhere to ALL applicable or assigned ethical standards.Use logical thinking and effectively engage in problem-solving processes.Reconstruct and analyze digital information.Work in a constant state of alertness and in a safe manner.
	Date_2: 
	Date_3: 
	Date_4: 
	Total Hours in an 8 Hour DaySit: 6
	Hours at One TimeStand: 1
	Total Hours in an 8 Hour DayStand: 2
	Hours at One TimeWalk: 1
	Total Hours in an 8 Hour DayWalk: 2
	undefined_3: 
	Essential Duties: Assist and support the Phenix City Police Department with all aspects of criminal intelligence analysis as well as recover, preserve, and maintain digital forensic evidence for analysis. Complete reports of digital data extractions and testify in court on the findings. Adhere to legal policies and procedures related to handling digital media.Create system images or capture network settings from information technology environments to preserve as evidence.Develop plans for investigating alleged computer crimes, violations, or suspicious activity.Develop assessments of intelligence gathered and build a workable model to combat crime trends.Utilize and manage technology to assist with gathering intelligence.  Develop relationships, manage networks, and facilitate information sharing with all police divisions. 
	Essential duties 2: Assist Phenix City residents with crime data and safety planning.Provide officers/detectives, supervisors, and staff with crime trend briefings. Also, coordinate and communicate forecasted crime stats with all staff. Communicates and exchanges information with all surrounding agencies, as well as State Fusion Centers, ALEA, and federal agencies.Utilize advanced intelligence-gathering software and programs to identify criminal activity. Attends or conducts staff, citizen, committee, and other professional meetings to exchange information; attends in-service training and technical or professional classes or seminars to improve technical and professional skills and maintain required certification.Provide education and training to law enforcement officers, departmental employees, and other community partners.Develop materials and participate in special community education projects/presentations as requested.
	Licenses and Certs: N/A
	Knowledge: Applying and integrating theory, knowledge, values, and practices of crime analysis.Utilizing basic computer applications and intelligence-related automation to support analytical efforts and product development.Examining computer evidence in a forensic/law enforcement environment and working as an intelligence analyst for a law enforcement agency.
	Hours at One TimeSit: 2
	Job Title: Intelligence Analyst
	Department: Police
	Education and Training: Bachelor's Degree or relevant crime analyst experience.
	Experience: Preferred experience, training and education with intelligence/crime analysis for law enforcement 
	Environment: Professional office setting
	Key Working Relationships: Police Officers, District Attorneys Office,General Public
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