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Classification Specification
	

	
	2340100

	
	INVESTIGATIONS MANAGER



Class Summary

The responsibilities of this classification include central management of King County’s internal employment-related investigations function.  The incumbent sets standards for conducting investigations and ensures compliance with applicable policies and laws, conducts assessments and investigations, oversees a pool of investigations staff and manages related consultant contracts. May supervise assigned staff.
Distinguishing Characteristics 
This is a single-level classification.  The incumbent conducts and manages investigations of alleged violations of King County policies and federal, state and county employment laws County-wide.  Work includes conducting assessments to determine if investigation is warranted, assigning investigations to County personnel trained in investigation, overseeing and coordinating external investigator consultant contracts, coordinating and tracking responses to complaints and charges filed with civil rights and other state and federal agencies, providing training, and managing an electronic investigation tracking system.  
Examples of Duties 
1. Conduct assessments to determine viability of allegations and whether further investigation is warranted.

2. Prepare and implement investigation plan including identifying witnesses; collecting, analyzing and documenting evidence; and conducting other research required to ensure a thorough investigation.

3. Conduct prompt and objective investigations; obtain witness statements and evidentiary documents; write a report/case analysis on the findings of the investigation.  
4. Consult with the Prosecuting Attorney’s Office on complex investigations.

5. Provide training on new investigation methods, techniques, and tools.
6. Oversee external consultant selection process; negotiate and manage consultant contracts; monitor quality and compliance of consultant services.
7. Oversee internal county-staffed investigations pool; assign cases and monitor progress; ensure compliance with regulations and guidelines; provide advice and guidance on complex issues.  
8. Record and maintain information in electronic tracking system.  
9. Produce status and other reports as needed. 
10. May perform other human resources generalist activities.

11. May supervise staff.
12. Perform other duties as assigned.
Knowledge/Skills
Knowledge of employment practices, policies, laws, and regulations
Knowledge of investigation methods, techniques, and practices

Knowledge of supervisory principles and practices
Knowledge of labor and employee relations practices and principles

Skill in conducting confidential, impartial investigations and writing complex reports and findings
Ability to maintain confidentiality of sensitive information 
Ability to be self-directed and keep affected and involved parties apprised
Ability to present investigation findings, orally and in writing, and testify in court
Skill in collecting, organizing, synthesizing, and analyzing data

Skill in analysis, fact-finding, and research 

Skilled in conducting interviews with a wide range of individuals in stressful circumstances 
Ability to be flexible and exercise a sense of urgency in handling multiple assignments and effectively planning, organizing, and prioritizing assignments
Skill in working with a variety of individuals from diverse backgrounds

Ability to establish and maintain effective interpersonal relationships
Skill in the use of word processing, spreadsheet and database management software

Ability to understand different communication styles and establish effective communication channels

Ability to lead and mentor others
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

Minimum Qualifications

A degree in Human Resources, Law, Public Administration or related field 








AND
Five years experience as a human resources professional, attorney or workplace investigator






OR
Any combination of experience/education/training that provides the knowledge, skills and abilities required to perform the work

	FLSA Designation
Service Status

EEO Code
	Exempt (Administrative)

Career Service

2

	Levels within same series
	None

	Class History
	Created 1/2012
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