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INVESTIGATOR (DISTRICT ATTORNEY) 
 
DISTINGUISHING FEATURES OF THE CLASS:  The work involves the responsibility of continuing 
criminal investigations and interviews to substantiate facts and to verify, ascertain and secure 
evidence for cases being prepared by the District Attorney’s Office.  The work is performed in 
accordance with the established practices and procedures set forth by the District Attorney and 
under the New York State Criminal Procedure Law.  An employee in this class is on call 24 hours a 
day and is responsible for handling general felony cases as well as misdemeanor cases that require 
development. The duties require them to continue investigations that were commenced by various 
law enforcement agencies around the county.  The incumbent will have expertise and knowledge in 
investigations.  The work is performed under the overall direction of the District Attorney or Assistant 
District Attorneys with considerable flexibility in the exercise of independent judgment in carrying out 
the details of the work. The work may require the incumbent to work nights and weekends. Does 
related work as required.  The incumbent is also a Police Officer as defined under New York State 
Criminal Procedure Law §1.20(34) and must annually be certified to carry a handgun. 
 
TYPICAL WORK ACTIVITIES:  (Illustrative only) 
 
Conducts felony and misdemeanor investigations by collecting and preserving evidence and, 

reporting facts as directed by the District Attorney/Assistant District Attorneys;  
Conducts interviews and/or interrogations of victims, witnesses and suspects as needed to prepare 

case files; 
Prepares reports, takes statements, and prepares legal documentation, information, search 

warrants;  
Prepares reports of investigations; 
Prepares reports and court documents for arraignment of suspects; 
Assists the District Attorney/ Assistant District Attorneys in preparation of cases for and during trials; 
Traces and locates witnesses and other missing persons; 
Executes subpoenas, search warrants, summonses, material witness orders and warrants as 

required; 
Collects and documents evidence obtained during the course of an investigation;  
Conducts surveillance work; 
Retrieves and handles evidence for trials; 
Testifies in trials as an expert witness within the scope and training of investigative experience; 
Transports victims/witnesses and other documents as required; 
Conducts other investigative duties as directed by the District Attorney. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS:  Thorough knowledge of the New York State Penal Law, Criminal Procedure 
Law, Search and Seizure Laws and Rules of Evidence; good knowledge of the rights and 
protections provided individuals by the Constitution of the United States as they relate to the New 
York State Laws; good knowledge of modern investigative techniques; good knowledge of the 
techniques and procedures involved in establishing legal action in court; good knowledge of the 
techniques involved in serving legal papers; good knowledge of court procedures and criminal trials; 
good knowledge of the laws of evidence and arrest; skill in ascertaining facts by personal contact and 
observation of individuals, as well as examination of records; ability to conduct detailed confidential 
investigations; ability to communicate effectively; ability to prepare clear and accurate oral and 
written reports; ability to analyze findings and recommendations; ability to exercise good judgment; 
tact; physical condition commensurate with the demands of the position. 
 

Continued on Page 2 

emilymm
Typewritten Text
Working part-time hours.$28.15/hr.



Page 2 
 

INVESTIGATOR (DISTRICT ATTORNEY) 
 
QUALIFICATIONS:  
County Values:  All employees of Ontario County are expected to uphold and exhibit the County’s 
shared values and behaviors to achieve the County’s Vision and Mission. 
 
MINIMUM QUALIFICATIONS:  Graduation from high school or possession of a high school 
equivalency diploma AND ten (10) years full-time paid police experience, or its part-time equivalent, 
five (5) years of which must have been as an investigator/detective or in the permanent rank of 
Sergeant or higher. 
 
NOTE:  Advanced education degree received, in a program or specific field noted above, will be 
accepted in lieu of the minimum education noted. 
 
SPECIAL REQUIREMENTS:   
 
1. Candidates must have successfully completed the basic course for Police Officers approved by the 

Municipal Training Council and have a current certification from the NYS Division of Criminal Justice 

Services showing valid Police Officer Registry status. 

2. Candidate must have firearm certification and maintain for duration of employment. 

3. Candidate must possess a valid New York State Operator's license at the time of appointment, and 

maintenance of such license throughout the tenure of employment in the position. 

4. Candidate must be a resident of Ontario County at the time of appointment and maintain such 

residency for duration of employment. 

 
 
APPROVED:  JUNE 21, 2019 
REVISED:  FEBRUARY 11, 2020 
CIVIL SERVICE CLASSIFICATION:  *NON-COMPETITIVE  
 (Pending Jurisdictional Classification (PJC) by the NYS Civil Service Commission.) 
 




