Exempt Position Description
For assistance completing this form, contact your Human Resource office. 
	Position Information

	Action: Establish  FORMCHECKBOX 
   Update  FORMCHECKBOX 
 

If update, indicate change: Update Data
	Position Title:
Special Agent
	Exempt Class Code (e.g., B1234):
B7720

	Date Last Reviewed (If existing position):

06/03/2019
	Current Band:

Band 1
	Proposed Band:
Band 1

	Position Number/Object Abbreviation:

     
	Management Code (P/M/C):
     
	Market Segment (e.g., HR, IT):
     

	Exempt Citation (RCW) and Heading: 
     
	Prior Evaluation Points/JVAC:
     
	Proposed Evaluation Points/JVAC:
     

	Work Schedule:

Full Time  FORMCHECKBOX 
   Part Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Incumbent’s Name (If filled position):

     
	Address Where Position Is Located:

     

	Agency/Division/Unit:

Gambling Commission/LRED/Regulatory Unit
	Supervisor’s Name and Title:
     

	Supervisor’s Position Number:

     
	Supervisor’s Phone:
     


	Organizational Structure

Summarize (one or two sentences) the functions of the position’s division/unit and how this position fits into the agency structure (attach an organizational chart). 

	The mission of the Washington State Gambling Commission is to protect the public by ensuring gambling is legal and honest.  The Regulatory Unit does this by conducting regulatory and criminal investigations under RCW Chapter 9.46 and WAC Chapter 230 throughout Washington in coordination with federal, state, and local law enforcement and regulatory agencies.  This position reports to a Special Agent Supervisor of the Regulatory Unit.  

	Position Objective

Describe the position’s main purpose, include what the position is required to accomplish and major outcomes produced. Summarize the scope of impact, responsibilities, and how the position supports/contributes to the mission of the organization.

	The Special Agent of the Regulatory Unit is responsible for conducting regulatory and criminal investigations under RCW Chapter 9.46 and WAC Chapter 230 throughout Washington in coordination with federal, state, and local law enforcement and regulatory agencies.  

The Regulatory Unit’s priorities are to keep the criminal element out of gambling by:

· Responding to complaints in a timely manner; 

· Knowing our licensees and having a good working relationship with them; 

· Conducting compliance checks as needed to determine and mitigate risk areas with the licensee;

· Working administrative and criminal investigations with a connection to gambling;

· Participating on special projects and teams; and

· Demonstrating a good working relationship with federal, state, and local law enforcement and regulatory agencies by working cases jointly, sharing information, and by providing training.



	Primary Responsibilities 

Describe the position’s primary responsibilities and underline the essential functions. Functions listed in this section are primary duties and are fundamental to why the position exists. For more guidance, see Essential Functions Guide.

	· Conducts criminal and administrative investigations to ensure applicable laws and rules are being followed (e.g., RCW 9.46, WAC 230).  

· Conducts regulatory inspections at licensed gambling establishments.  Reviews and evaluates gambling activities, record keeping and internal control systems.  Conducts routine and specialized inspections and reviews.  Performs comprehensive evaluations of gambling and financial records, verifies ownership, and performs in-depth analysis of accounting controls. 

· Investigates all complaints, criminal and administrative in nature, as they relate to gambling.  Takes appropriate criminal and administrative actions.

· Keeps supervisor informed of all aspects of the investigation.

· Writes case reports that are detailed, objective, and chronological.  Documents observations, activities, information and findings in order to properly support the final determination and any resulting enforcement action.

· Conducts suspect, victim, and witness interviews.

· Identifies, confiscates, and preserves evidence for possible use in testimony in either an administrative or criminal court proceeding.

· Detains and/or arrests persons; conducts searches incident to arrest; conducts frisks or pat downs; advises persons of constitution rights; handcuffs suspects; seizes property and contraband; request verification of warrants before execution; executes arrest/search warrants; and other law enforcement related activity.

· Drafts detailed search warrants.

· Immediately notifies chain of command of need to know items.

· Travels to conduct inspections and investigations.

· Conducts investigations deemed to be sensitive or confidential in nature.

· Testifies in administrative and criminal proceedings to present facts and evidence regarding investigations and to restate facts documented in case reports.

· Knows, understands and follows agency policies and procedures, to include handling and processing of evidence, dissemination of information, use of force, seizure, and intended forfeiture, etc.

	Decision Making and Policy Impact

	Explain the position’s policy impact (applying, developing or determining how the agency will implement).
Assists in developing and implementing a regulatory program to ensure licensee compliance with RCW Chapter 9.46 and WAC Chapter 230; educating licensees on rules, laws, use of forms and reporting requirements; and conducting administrative and criminal investigations with a gambling nexus.  

Fosters and promotes positive relationships with stakeholders, industry groups, local, state, and federal law enforcement and regulatory agencies, Commissioners, and the public regarding the regulatory program and criminal enforcement of gambling related rules and laws.
May be assigned to special projects that have policy impacts.

	Explain the major decision-making responsibilities this position has full authority to make.

· Make arrests when lawfully justified

· Determine dispositions of administrative violations up to and including a Notice of Violation and Settlement (NOVAS)

	Identify those actions this position takes to their manager for a decision.
· Recommendation for summary suspension or revocation of licenses, and criminal charges
· Policy changes or interpretations

· Rule change proposals

· Unusual circumstances, matters of public concern, or emergent information affecting the Unit and Agency

· Discuss dispositions outside of the established regulatory guidelines
· Case Management decisions

	Financial Dimensions

Describe the type and annual amount of all monies that the position directly controls. Identify other revenue sources managed by the position and what type of influence/impact it has over those sources.

	Operating budget controlled.

· N/A
Other financial influences/impacts.

· N/A


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, list total full time equivalents (FTE’s) managed and highest position title.

     



	Qualifications – Knowledge, Skills, and Abilities 
List the education, experience, licenses, certifications, and competencies.

	Required Education, Experience, and Competencies.
Education and Experience
· A Bachelor's degree, OR 

· Associates degree AND a minimum of two years related experience in Auditing, Accounting, Regulatory Officer, Commissioned Law Enforcement Officer, Fraud, Investigative work affiliated to Government or Gaming industry, OR
· Four or more years of Law Enforcement experience as a commissioned officer, with High School Diploma or GED. 
Preferred/Desired Education, Experience, and Competencies.
· Graduate of the Washington State Criminal Justice Training Commission’s Basic Law Enforcement Academy or equivalent. 

· Previous work experience in a regulatory, investigative or law enforcement unit.  
Competencies
Communication – Conveys clear, consistent communication across all agency lines.
· Uses appropriate means of available communication.

· Practices active listening.

· Shares complete and accurate information with others in a timely manner.

· Speaks with a positive attitude and respect when addressing issues.

· Interacts with people in a calm and caring manner.

· Encourages open communication.

· Respectful when communicating.
Relationship Building & Influence – Builds constructive working relationships characterized by a high level of acceptance, cooperation and mutual regard.
· Builds rapport well; understands the balance between taking the time to build rapport and getting the work done.

· Models effective group process behavior, such as listening, discussing, negotiating, rewarding, encouraging, motivating and resolving confrontations and disagreements in a constructive manner.

· Respects the opinions or work of other people, regardless of their status or position; treats all with dignity and respect.

· Demonstrates empathy and support.

· Encourages each other to reach the same goal.

· Contributes to a positive and enjoyable working atmosphere.

· Maintains a positive attitude in negative situations.

· Is enthusiastic, open, and honest in interactions with coworkers and the public.
Customer Focus – Builds and maintains internal and external customer satisfaction.

· Consistently demonstrates to customers an interest in addressing their problems.

· Makes extra effort to meet or exceed customer needs, expectations.

· Searches out ways to enhance customer satisfaction by improving efficiency and effectiveness of service delivery.

· Actively seeks customers’ feedback on quality of service he/she provides.

· When communicating and interacting with customers, practice active listening and have a positive attitude.

Ethics and Integrity – Earns the trust, respect, and confidence of coworkers and customers, in good times or bad, through honesty, forthrightness and professionalism.

· Respects and maintains confidentiality.

· Keeps commitments made to others.

· Adheres to the core values and beliefs.

· Uses the public’s funds and resources appropriately.

· Avoids rumor, gossip and subjective opinions.

· Be committed to the agency values.
Diversity – Actively contributes to a work environment that embraces and appreciates diversity, and brings together these strengths and perspectives to meet organizational goals.
· Demonstrates respect for all others.

· Recognizes the value of cultural, ethnic, gender and other individual differences in people.

· Checks his/her thinking against the view of others.

· Supports equal and fair treatment and opportunity for all.

· Is flexible in his/her thinking with a willingness to consider alternate perspectives.

· Uses individual knowledge, skills, abilities, and experience to contribute positively to the agency.
Accountability – Accepts personal responsibility for the job, the quality and timeliness of work and meeting expectations. Can be relied upon to achieve expected results, meet deadlines and adhere to work schedules. Links mission/vision/values to everyday work.
· Accepts personal responsibility for the quality and timeliness of work and acknowledges responsibility for meeting expectations.

· Acknowledges responsibility for mistakes, without blaming, and make necessary corrections.

· Keeps supervisor and co-workers informed.

· Communicates intentions and rationale.

· Links mission/vision/values to everyday work.

· Demonstrates and communicates a high level of ownership and commitment to achieving results.
Initiative – Seeks and responds to opportunities to resolve problems, achieve goals, or otherwise advance the organization’s mission.

· Identifies what needs to be done and takes appropriate action before being asked.

· Challenges the status quo when appropriate.

· Develops innovative ideas that provide unique solutions.

· Adds value and original thinking in the workplace and encourages others to be creative and innovative.


	Special Requirements/Conditions of Employment

List special requirements or conditions of employment beyond the qualifications above.

	· Must be a United States Citizen or lawful permanent resident.
· Must be able to legally acquire and possess firearms and ammunition and maintain qualification standards.

· Maintain a driver’s license valid in Washington State and be able to drive a motor vehicle.

· Must not have any felony convictions.  Must not have any misdemeanor convictions related to controlled substances, theft, moral turpitude, fraud, larceny, or crimes of violence within the last five years.  Must not have been convicted of any crime associated with domestic violence.  Must not have a DUI conviction within the last three years, or a substantial accumulation of driving violations, indicating a disregard for rules and regulations. 

· Must not use or possess illegal narcotics or controlled substances:

· Drug free – no use of any illegal drugs within the last three (3) year period immediately preceding appointment.

· Marijuana – no use within the three (3) year period immediately preceding appointment and used limited to experimentation.

· Amphetamines, Cocaine, and Opiates – no use within the five (5) year period immediately preceding appointment and use limited to experimentation.

· Hallucinogens – no use within the ten (10) year period immediately preceding appointment and use limited to experimentation.

· Must refrain from excessive alcohol consumption.

· Must adhere to agency policy of prohibiting employees from serving as officers or managers of any corporation or organization that conducts a lottery or gambling activity, including tribal gaming activities.  Employees may not gamble in tribal gambling activities or any gambling licensed activities.

Must be willing and able to:

· Carry a firearm and other issued equipment (handcuffs, cell phone, etc.) while working and to maintain firearm and use of force training standards.

· Travel overnight as necessary for off-site work, meetings, and training;

· Work alone or in teams; 

· Work evenings, weekends, hours other than 8 a.m. to 5 p.m., and extra hours when necessary to meet work objectives and deadlines; and

· Work indoors in a gambling environment, which may involve smoke filled and dirty areas, diverse populations, and intoxicated persons.

· Detain or arrest individuals.

If new to the agency:

· Must be willing to undergo and able to pass an extensive background investigation, which includes a criminal records check, credit check, fingerprinting, and drug testing.

· Must be willing to undergo a post offer polygraph examination and psychological evaluation.



	Working Conditions

	Work Setting, including hazards:
	Work indoors in a gambling environment, which may involve smoke filled and dirty areas, diverse populations, and intoxicated persons. Required to file reports of their activities, often involving long hours of paperwork.  Work involves potentially high risks with personal exposure to dangerous situations including possible physical attack or other uncontrollable conditions.  Duties of this position may require the employee to immediately respond from a sedentary activity to an extremely arduous activity requiring considerable strenuous physical exertion, e.g., long period of standing, walking, and running over rough, uneven surfaces during the day and/or night.

	Schedule (i.e., hours and days):
	May be required to work long hours beyond the normal hours of work and is subject to unscheduled duty in excess of a 40-hour work week when necessary to meet work objectives and deadlines.

	Travel Requirements:
	Work required by this position occurs in both office and outdoor settings, and frequently requires travel by motor vehicle.  Travel overnight as necessary for off-site work, meetings, and training.

	Tools and Equipment:
	Must have and maintain a driver’s license that is valid in Washington state  and be able to drive a motor vehicle. Carry a firearm and other issued equipment (handcuffs, cell phone, etc.) while working and to maintain firearm and use of force training standards.

	Customer Relations:
	Requires the ability to read, comprehend what is read, communicate effectively (verbal and written; defuse situations, maintain emotional control under stress, and respond timely to inquiries.

	Other:
	Able to arrest and detain individuals.  Work alone or in teams.


	Acknowledgement of Position Description

The signatures below indicate that the job duties as defined above are an accurate reflection of the work performed by this position.

	Date:

     
	Supervisor’s Signature (required):

     

	Date:

     
	Appointing Authority’s Name and Title:

     
Signature (required):

     

	As the incumbent in this position, I have received a copy of this position description.

	Date:

     
	Employee’s Signature: 

     


Position details and related action have been taken by Human Resources as reflected below.

	For Human Resource/Payroll Office Use Only

	Approved Class Title:

     
	Class Code:

     
	Salary Band:

     
	Effective Date:

     

	Pay Scale Type:

 FORMDROPDOWN 

	Job Analysis On File?

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Position Type (Employee Group):  FORMDROPDOWN 

	EEO Category:

 FORMDROPDOWN 


	Employee Sub-Group:

 FORMDROPDOWN 

	Position Retirement Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Position is:

Funded  FORMCHECKBOX 
   Non-Funded  FORMCHECKBOX 

	Workers Comp. Code:

 FORMDROPDOWN 


	County Code:

     
	Business Area:

     
	Personnel Area (FEIN):

     

	Position Eligible for Telework 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Position Eligible for Flextime 
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Position Eligible for Compressed Workweek
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Unique Facility Identifier (UFI) 
For more information see: UFI Search Feature
     

	Cost Center Codes

	COST CENTER
	PCT. (%)
	FUND
	FUNCTIONAL AREA
	COST OBJECT
	AFRS PROJECT
	AFRS ALLOCATION

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Date: 

     
	HR Designee’s Name: 

     
	HR Designee’s Title: 

     
	HR Designee’s Signature:

     

	Date: 

     
	Budget Designee’s Name: 

     
	Budget Designee’s Title: 

     
	Budget Designee’s Signature:
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