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Classification Specification
	

	
	1008300

	
	INSPECTION SERVICES UNIT MANAGER



Class Summary
The responsibilities of this classification include managing and overseeing audits of critical department operational and administrative functions and processes in the King County Sheriff’s Office (KCSO).  The Inspection Services Unit Manager supervises and oversees the work of unit staff.  
Distinguishing Characteristics

This is a single-level, single-incumbent classification. The Inspection Services Unit (ISU) Manager applies advanced knowledge of law enforcement standard operating procedures, general civil and criminal laws, methods of conduct for criminal investigations, and operational audit techniques and principles in developing, implementing and overseeing audit procedures for the Sheriff’s Office.  Work includes ensuring compliance with KCSO’s standard operating procedures, processes and systems; providing guidance and oversight for the Take 5 training program, policy manual revisions, and accreditation process and supervising unit staff.  The incumbent is not directly responsible for conducting audits or supervising staff conducting audits.  
Examples of Duties 
1. Oversee and manage work of the Inspection Services Unit, including providing technical and administrative direction, personnel and work load planning, and budget development.

2. Develop audit procedures, processes and systems; identify and determine audits to be conducted and develop and monitor audit schedules.

3. Manage audit process; assign audits to internal staff and external agencies; manage and coordinate the process to contract with external auditors.

4. Review audit findings and recommendations, analyze results.  Make policy recommendations to the Sheriff and executive team based on findings.

5. Prepare and deliver annual report and other periodic reports on audit status and findings to the Sheriff and other senior management officials.

6. Review departmental standard operating policies (SOPs) for each division/unit/section to ensure compliance with all current polices and relevant laws and regulations; provide direction and assistance to staff on development and/or revisions of SOPs when needed.

7. Direct and supervise the work of the unit’s professional and/or administrative staff; evaluate employee performance and ensure the quality, timeliness and appropriateness of work produced by the unit.

8. Oversee and direct the policy manual revision process; remain current on latest law enforcement policies and best practices.

9. Oversee and direct the development and implementation of training resulting from new directives.

10. Direct the accreditation process and facilitate KCSO interaction with accreditation agency; participate in accreditation compliance.

11. Plan and coordinate special research and investigative projects regarding administrative and program problems and issues; develop and recommend courses of action.
12. Perform other duties as assigned.
Knowledge/Skills
Advanced knowledge of law enforcement standard operating procedures
Knowledge of general civil and criminal law; methods of conduct of criminal investigations and of public safety labor issues

Knowledge of law enforcement accreditation

Knowledge of legislative/legal governing bodies that have the potential to affect or change department policy

Knowledge of practices of other law enforcement agencies to discover improved methods, policies and procedures

Knowledge of Generally Accepted Auditing Standards (GAAS)

Knowledge of evaluation and policy analysis methodologies

Skill in planning, directing, supervising and evaluating work activities of assigned staff

Skill in establishing and maintaining effective working relationships 

Skill in exercising independent judgment and handling sensitive and confidential information

Skill in determining the relevance and appropriate application of laws, federal regulations, statutes, ordinances, contractual agreements and factual information to specific situations

Skill in analyzing and organizing facts, evidence, precedents and investigations

Skill in compiling, organizing, evaluating and summarizing data, including statistical data

Skill in preparing and maintaining an annual budget

Communication skills

Skill in the use of computer software applications including e-mail, word processor, spreadsheet and database programs

Skill in managing multiple projects with accuracy

Skill in organizing and prioritizing assignments and strictly adhering to established rules, regulations, procedures and deadlines

Skill in effectively using current office technology and software

Licensing, Certifications and Other Requirements

This is a Civil Service classification.  US citizenship and the ability to read and write the English language are required by RCW 41.14.100.  Offers of employment are contingent on passing both a thorough background investigation and polygraph examination.

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)
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Levels within same series
	Exempt from Career Service
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