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CITY OF CEDAR RAPIDS 
POSITION PROFILE 

JOB CODE #/TITLE:  NB156 
Criminal Intelligence Analyst 

POSITION #/TITLE:  0332 

Criminal Intelligence Data Analyst 

Adopted: 03-16 

Revised: 06-18 

 

POSITION DESCRIPTION 
 

Dept:  Police  Manager Level:  Program Administrator 
Salary Plan/Description:  
NBU/Non-Bargaining Unit 

Salary Grade:  11 

Reports to Position #/Job Code #/JC Title: 
NB127/Police Captain 

Dotted-line Reports To Position #/Job Code 
#/JC Title:   

FLSA Status:   
Exempt  

City Overtime Status (Employee Type): 
 Exempt (Salaried) 

Physical Demand Rating:  Sedentary Work Environment:  Controlled 
Pre-employment Testing:  Drug and health 
screening after contingent offer. 

Position Testing:  Job fit assessment   

Personal Protective Equipment:  None 
 

General Statement of Duties 
Collects, analyzes, and disperses accurate and effective information and records of various kinds to 
support and assist police activities with emphasis on analysis of criminal intelligence information. 
 

Distinguishing Features of the Class 
Work is performed under the general direction and supervision of the Criminal Intelligence Commander 
but considerable leeway is granted for the exercise of independent judgement and initiative. 
 

Examples of Essential Work (Illustrative Only) 
Collects, analyzes and disperses accurate and effective information and records of various kinds to 
support and assist police activities, with emphasis on analysis of criminal intelligence information, and to 
provide this information to any law enforcement agency making such a request; 
Collects criminal intelligence information from a variety of sources such as: previous investigative report, 
information storage and retrieval systems; 
Analyzes criminal intelligence information and prepare intelligence reports; 
Researches, compiles, analyzes and interprets statistical data from department and outside agency reports 
as well as threat referrals to make appropriate and timely notifications; 
Serves as a departmental liaison with other law enforcement agencies on criminal intelligence matters; 
Prepares case reports, charts and analysis, forwards case reports to a Criminal Analysis Unit Commander 
for review and verification; prepares maps and charts such as link analysis, time flow, commodity flow, 
and other computerized charts to clarify and organize information for further investigation and/or 
prosecution in criminal court; 
Coordinates the exchange of interstate and intrastate information pertaining to criminal activity and 
criminal movement; prepares analytical reports of intelligence information; research patterns, structures, 
trends, and movements of criminal groups or individuals; develops recommendations for subsequent 
investigation; writes analysis and draw charts and maps to substantiate recommendations; 
Collects, compiles, analyzes and interprets criminal intelligence data using statistical methodology and 
techniques; the resulting intelligence will be used by the department for the purpose of highlighting trends 
and forecasting hotspot locations for criminal activity; 



 

Criminal Intelligence Data Analyst 06-18 06/08/18 Page 2 of 4 
 

 

Researches, evaluates, and analyzes criminal and intelligence data by computer using software 
applications such as Adobe (PDF), Microsoft Word, Excel, Access, SharePoint and Reporting Services, 
Crystal Reports and Web/Online Services, Intergraph – Ileads/Computer Aided Dispatch (CAD)/Jail 
Management System (JMS), TRaCs; 
Performs necessary research and criminal and intelligence data analysis to further assist the department in 
solving the occurrence and/or preventing future crimes tracked by the intelligence unit; 
Prepares and maintains comprehensive and detailed written reports, summaries, statistical reports, 
analytical charts, graphs, and maps of classified and unclassified information for appropriate department 
personnel in accordance with training, laws, policies and procedures;  
Prepares information for oral reports as necessary; 
Compiles and analyzes criminal and intelligence data according to location, time, special characteristics, 
and other distinguishing features to locate and identify patterns and trend of crimes, and the criminals 
committing these crimes; 
Establishes criminal profiles on career and violent criminals that include prior crimes, criminal 
relationships, and/or financial background information to aid in making connections between members 
and criminal organizations; 
Creates and maintains up-to-date computer databases and files on the crimes, criminals and criminal 
organizations tracked by the intelligence unit; enters, modifies, updates, and retrieves data in computer 
applications; uploads documents and files for inclusion in an electronic file system; monitor data in 
databases to ensure compliance with established procedures and applicable regulations and laws; 
Provides expert advice on complex issues, assess intelligence and provide tactical and strategic analysis 
focused on local, national, and international criminal activities; 
Establishes a network of internal and external sources and contacts in identifying criminal trends and 
conducting intelligence analysis; 
Assists the supervisor in administrative duties, including composing responses to correspondence 
received or implementing department activities, including but not limited to Triple III, Background 
Letters and Clery Reports; 
Answers phone and receives visitors to the department; 
Performs all work duties and activities in accordance with City policies, procedures and safety practices; 
Attends work regularly at the designated place and time; 
Supports continuous process improvement initiatives; 
Performs related work as required. 
 

Required Knowledge and Abilities 
Knowledge of ESRI Software, SQL Server Reporting Services and Agile Reporting; 
Knowledge of topical material of the work system, acquired through on-the-job training; 
Ability to operate the following equipment and tools: computer using word processing software, 
calculator, data entry devices, printers, telephone, etc; 
Knowledge of the streets and businesses of Cedar Rapids; 
Knowledge of police work, limitations and applicable laws; 
Knowledge of the sources of criminal investigation data, methods of obtaining data and techniques used 
in analysis of the data; 
Ability to maintain the strictest confidence; 
Skill in operation of typewriter and computer at high speed and with accuracy; 
Ability to read maps; 
Impeccable standards of honesty and integrity; 
Ability to think logically and in a rational manner;  
Ability to assimilate complex masses of data and communicate contents to others in workable terms; 
Must be self starting and able to work without direct and constant supervision; 
Ability to prepare investigative reports and analytical charts, graphs, maps, and so forth; 
Ability to communicate effectively, orally and in writing; 
Ability to operate a personal computer using program applications appropriate to assigned duties and 
responsibilities; 
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Ability to work cooperatively and to maintain effective working relationships to accomplish job 
responsibilities; 
Ability to quickly learn and put to use new skills and knowledge brought about by rapidly changing 
information and/or technology; 
Ingenuity and inventiveness in the performance of assigned tasks. 
 

Acceptable Experience and Training 
Graduation from an accredited college or university with a Bachelor’s Degree preferred or equivalent in 
criminology, statistics, psychology, or closely related field; and experience in criminal intelligence work, 
including an emphasis on computerized statistical analysis and developing and implementing 
management systems to effectively utilize data; or  
Equivalent combination of experience and training which provides the knowledge and abilities necessary 
to perform the work. 
 

Required Special Qualifications 
Current National Crime Information Center (NCIC) Certification within six months of hire date. 
Current International Association of Criminal Intelligence Analysts membership within 6 months of hire 
date. 
Microsoft Technology Associate: Database Certification preferred. 
 

Essential Physical Abilities 
Requires the following, with or without reasonable accommodation: 
Clarity of speech and hearing which permits the employee to communicate effectively; 
Sufficient vision which permits the employee to operate equipment and tools; 
Sufficient manual dexterity which permits the employee to operate equipment. 


