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Job Summary

Requisition Number: 27515  

Job Title: ADMINISTRATIVE ANALYST  

Working Title: Crime Analyst  

Salary: 23.04-45.54  

Job Type: Career  

Department Name: 3365-POLICE DEPARTMENT  

Department Website URL: www.ucpd.ucla.edu  

Job Summary Statement:

Under the supervision of the Investigations Lieutenant and working with
the Detective Sergeant, operate and maintain computer applications and
perform statistical research relating to crime pattern detection, suspect-
crime correlation, target-suspect data, and crime forecasts. Major duties
include research and analysis; compilation and editing of documents; and
dissemination of information relevant to actual and anticipated criminal
activity to increase the effectiveness of: 

 - patrol deployment 
 - crime prevention 

 - apprehension of suspects 
 Other duties include: preparation of varied reports and articles; provision of

related information to the campus community.  

Percentage of Time: 100  

Shift Start: 8:00 am  

Shift End: 5:00 pm  

Qualifications for Position

24 Records

 Qualifications Required/Preferred

 Ability to provide crime analysis for a municipal, county, or university law enforcement agency
servicing a diverse population. Required

 Working knowledge of statistical research and analysis methods. Required

 

Working knowledge of principles and functions of crime analysis including:
 - sources of information used.

 - normal and potential uses of information.
 - nomenclature.

 - methods.
 - tools.

Required

 Skill in writing technical reports utilizing graphical statistical representations. Required
 Skill in practical application of probability theory as it relates to predicting patterns of crime. Required
 Skill in organization, manipulation and retrieval of data from manual and electronic files. Required
 Knowledge of local ordinances and law enforcement practices. Preferred

 
Knowledge of NCIC (National Crime Information Center), CLETS (California Law enforcement
Telecommunication System), Department of Justice databases, and JDIC (Justice Data Information
Controller). Knowledge of inquiry and response screens from the above systems.

Preferred

 General knowledge of the University community including various populations (faculty, staff,
students), organizations, physical structures, roadways, and jurisdictional responsibilities. Can be trained

 Ability to work as a member of a team. Required
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 Ability to establish and maintain cooperative working relationships with all levels of employees in the
UCLA Police Department.

Required

 

Demonstrated skill in analyzing information, problems, situations, practices or procedures to:
 - define the problem or objective.

 - identify relevant concerns or factors.
 - identify patterns, tendencies and relationships.

 - formulate logical and objective conclusions.

Required

 Skill in performing a variety of duties, often changing from one task to another of a different nature. Required
 Skill in performing under the demands of frequent interruptions and/or distractions. Required
 Skill in working independently and following through on assignments with minimal direction. Required

 Ability to accept equivocal circumstances and take action where answers to a problem are not readily
apparent. Required

 
Ability to speak on a one-to-one and/or group basis using appropriate vocabulary and grammar to:

 - obtain information
 - explain policies, procedures, etc.

 - persuade others to accept or adopt a specific opinion, action, etc.
Required

 Skill in discussing a variety of job-related topics on short or no notice. Required

 Skill in reading for comprehension documents written for law enforcement purposes (e.g. field
interview cards, police reports). Required

 Skill in writing concise, logical, grammatically correct letters, reports and memos to communicate
information. Required

 

Ability to use a variety of computer application programs to produce reports, write memos, compile
statistics, etc. including:

 - Microsoft Word.
 - Microsoft Excel.
 - Microsoft Windows.

 - Microsoft Access.
 - Bair A.T.A.C.

 - ArcGIS
 - Crystal Reports.

Preferred

 Demonstrated, working knowledge of computer relational database programs for storage of data,
generation of reports, etc. Required

 

Demonstrated ability to manipulate customized databases for use in crime analysis to:
 - integrate new and existing data.

 - relate patterns of information.
 - generate customizable reports.
 - provide useful information for patrol, tactical deployment, and investigations.

Required

 Working knowledge of UCPD radio codes and techniques. Can be trained

 

Additional Posting Information

Bargaining Unit: 99-Policy Covered  

Application Deadline: 03-29-2018  

External Posting Date:  

Quicklink To Posting: hr.mycareer.ucla.edu/applicants/Central?quickFind=72649  

Special Instructions:  

Contact information:  

Number of Positions: 1  

Special Employment Designations/ Requirements Per UC Policy

Conflict of Interest: N/A  

Critical: Continued employment contingent upon completion of satisfactory
background investigation.  
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Driving Record:
Position is subject to the California DMV's "Pull Notice System" and
continued employment is contingent upon proof of a satisfactory driving
record.  

E-Verify Check:
 

Certain positions funded by federal
contracts/subcontracts requires UCLA to
notify job applicants that an E-Verify check
will be conducted and the successful
candidate must pass the E-Verify check.

 
More Information

This position does not require E-Verify check.  

CANRA:
 Is this position designated as a mandatory

reporter under CANRA?

Yes - Please have the employee sign the "Statement Acknowledging
Requirement to Report Child Abuse".  

Other Special Employment Requirements:  

Position is subject to performance
standards and other requirements of
the University wide Police Policies and
Administrative Procedures.
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The University of California is an Equal Opportunity/Affirmative Action Employer advancing inclusive excellence.
All qualified applicants will receive consideration for employment without regard to race, color, religion, sex,
sexual orientation, gender identity, national origin, disability, age, protected veteran status, or other protected
categories covered by the UC nondiscrimination policy. UC Nondiscrimination & Affirmative Action Policy

 
Please be advised that the final candidate recommended for hire into a critical (or otherwise designated) position
will be required to successfully complete a background investigation. Any convictions will be evaluated to
determine if they directly relate to the responsibilities and requirements of the position. Having a conviction
history will not automatically disqualify an applicant from being considered for employment. 

 
UCLA is a Tobacco-Free environment. For more information, please view the policy at Tobacco-Free Campus
Policy

For additional support, please visit http://peopleadminsupport.com/5-8/
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