	State of Michigan Civil Service Commission
	Position Code

1.

	Capitol Commons Center, P.O. Box 30002 Lansing, MI 48909
	

	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.

	2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	ATY GNRL CENTRAL OFFICE

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	

	4. Civil Service Position Code Description
	10. Division

	Attorney Gen Investigator-E
	Criminal Investigation Division

	5. Working Title (What the agency calls the position)
	11. Section

	Special Agent
	Financial Crimes or Special Investigation Section 

	6. Name and Position Code Description of Direct Supervisor
	12. Unit


	ATTORNEY GENERAL INVSTG SUPV-1
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	MILLER, SAMUEL
ATTORNEY GENERAL INVSTG SUPV-2
	525 W. Ottawa., Lansing MI 48909  or 
3030 W. Grand Blvd., Detroit, MI 48202     
 Monday - Friday  8:00 a.m. to 5:00 p.m.

	14. General Summary of Function/Purpose of Position
The Criminal Investigations Division has five sections, including the Financial Crimes or Special Investigation Section. Employees in this job function as Attorney General Investigators performing investigative assignments in any area of the state. The employee, as a trained law enforcement officer, certified through the Michigan Commission on Law Enforcement Standards (MCOLES), investigates alleged criminal violations and handles special projects as assigned.  Investigate cases for potential felony and misdemeanor violation of laws including but not limited to criminal investigations relating to the review of unlicensed builders' violations, tax fraud, fraud, using a computer to commit a crime, money laundering, racketeering, and False Pretenses. Engage in asset location and identification, victim interviews, search warrants, arrests, and prisoner transport.
Investigations include traditional law enforcement methods involving undercover assignments, search warrants, surveillance, etc.  This position interfaces regularly with the Division’s legal section as investigations result in criminal prosecutions.  









	15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.

	Duty 1
	
	

	General Summary:
	Percentage:
	65

	Conducts criminal investigations. 

	
	

	Individual tasks related to the duty:
	
	

	Investigates cases including but not limited to felony or misdemeanor unlicensed builders' violations. Tax violations, money laundering, racketeering, false pretenses, or using a computer to commit a crime. Performs investigative functions including, but not limited to: Utilizing LEIN, Lexis, Data Warehouse, asset records, and tax records, to determine and assess whether criminal charges. Investigative duties also include interviewing suspects and witnesses; obtaining and reviewing financial records, state records, and other business records to determine whether crimes are present; preparing search warrants and affidavits; preparing plans for safely executing search and seizures of property; preparing reports and warrant request paperwork; and swearing to warrants in court. Liaises with state departments. Coordinates with outside law enforcement agencies to obtain assistance with investigations warrants and arrests. 

Interviews crime victims and provides them with support and assistance in the development of a criminal case. Participates in surveillance activities. Interviews potential witnesses and interrogates suspects. Documents their statements for use in charging decisions and criminal court proceedings. Assists in drafting search warrants and directs or participates in the execution of search warrants. This includes searches of homes and other buildings and the seizure of banking and other business records. Performs basic review of computers seized by search warrant or otherwise obtained, to identify and retrieve evidence of criminal activity. Arrests and processes suspects.

	Duty 2
	
	

	General Summary:
	Percentage:
	25

	Courtroom Testimony
	
	

	
Individual tasks related to the duty:
	
	

	Testifies in court in support of prosecution of criminal charges sought as needed. Serves as the “officer-in-charge” of the investigated case when a defendant is charged, and court proceedings commence. Serves subpoenas on witnesses, under the direction of the assistant attorney general. Appears at court proceedings and provides assistance as required. Provides truthful witness testimony concerning the investigation at various court proceedings.

	Duty 3
	
	

	General Summary:
	Percentage:
	10

	Performs other Duties
	
	

	Individual tasks related to the duty:
	
	

	Performs other duties as assigned by the Investigator Supervisor and/or Division Chief. Including but not limited to conducts and participates in training.  Represents the Department on committees, regional law enforcement groups, multi-agency task forces.  Helps develop policy and legislative recommendations.  Prepares and make presentations to public groups.  









	16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.

	Preparing reports and following up on information obtained during field interviews. Independently developing and maintaining various sources of information to lead the conducting of investigations.



	17. Describe the types of decisions that require the supervisor's review.

	When a case that contains unfamiliar elements (including new legal areas) is being investigated.  In addition, if matters of unrecognized sensitivity or profile are encountered.  The initiation of new investigations also requires supervisory consult and review.



	18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Employees in the classification are sworn peace officers who must meet, on a continuing basis, all Michigan Commission on Law Enforcement Standards (MCOLES) guidelines and perform all aspects of the job of a peace officer.  This includes, but is not limited to:  carrying and use of firearms; physical effort in securing individuals and/or evidence; risks while serving arrest and search warrants in hostile environments; undercover operations involving known criminals; long hours or surveillance in undesirable areas; much driving time as the jurisdiction encompasses the entire state; specialized training to enforce the law while protecting the rights of individuals; use of personal computer in generating reports and access to maintenance of data bases, etc.



	19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full- time, on-going basis.

	
Additional Subordinates



	20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):

	N
	Complete and sign service ratings.
	N
	Assign work.

	N
	Provide formal written counseling.
	N
	Approve work.

	N
	Approve leave requests.
	N
	Review work.

	N
	Approve time and attendance.
	N
	Provide guidance on work methods.

	N
	Orally reprimand.
	N
	Train employees in the work.



	22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?

	Yes



	23. What are the essential functions of this position?

	Attorney General Investigator will support potential criminal litigation, including conducting interviews and interrogations, drafting and executing search warrants, execution of arrest warrants, process service and presentation of testimony.  Investigate and compile material and information for the legal staff with necessary reports, analysis of seized documents and other financial documents in summarized formats.  To identify and locate informants.  To participate in surveillance activities.  



	24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.

	N/A



	25. What is the function of the work area and how does this position fit into that function?

	The Financial Crimes Section  provides prosecutors, investigators, analyst and support staff to investigate, prosecute and interdict white collar crime, financial crimes and licensing crimes.  The position requires that the investigator conduct complex in-depth criminal investigations; execute search warrants and arrest warrants, and gather information for criminal prosecution.



	26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

	Education typically acquired through completion of high school.
One year of experience as an Attorney General Investigator, after receipt of MCOLES certification, or two years of experience as a peace officer and current MCOLES certification

	
EXPERIENCE:

	
Attorney General Investigator 9
One year of experience as a peace officer and possession of MCOLES certification at time of appointment.



	Attorney General Investigator 10
One year of experience equivalent to an Attorney General Investigator 9, after receipt of MCOLES certification; or, two years as a peace officer and possession of MCOLES certification at time of appointment.

Attorney General Investigator E11
Two years of experience equivalent to an Attorney General Investigator, after receipt of MCOLES certification, including one year equivalent to an Attorney General Investigator 10; or, three years as a peace officer and possession of MCOLES certification at time of appointment.
Alternate Education and Experience Attorney General Investigator 9
Completion of 60 semester (90 term) college credits or possession of an associate’s degree may be substituted for the
required experience. For this alternative, employees must possess MCOLES certification at the time of appointment.

Possession of a bachelor's degree in criminal justice, criminalistics, criminology, law enforcement, police administration, security and loss prevention, or a related field may be substituted for the required experience. For this alternative, employees who fail to possess MCOLES certification within the first year of employment may be subject to separation.

	KNOWLEDGE, SKILLS, AND ABILITIES:

	As described in applicable Civil Service Job Specifications.

	
CERTIFICATES, LICENSES, REGISTRATIONS:

	MCOLES certification on a continuing basis. Possession of a valid Michigan Motor Vehicle Operators License.

	
NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	Supervisor
	
	
Date


TO BE FILLED OUT BY APPOINTING AUTHORITY


	Indicate any exceptions or additions to the statements of employee or supervisors.

	None



	
I certify that the entries on these pages are accurate and complete.

	Appointing Authority
	
	
Date



	
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	Employee
	
	
Date



