
 
JOB DESCRIPTIONS 

COMPUTER ANALYST OFFICER 
 

Department: Police Classification/Grade: 23 / Special Assignment 
Division: Police FLSA Status: Full Time 

Reports to: Lieutenant Date Approved: July 9, 2008 
 
Job descriptions/specifications are only intended to present a descriptive summary of the range of duties, tasks, and responsibilities 
associated with a specified position.  Therefore, descriptions/specifications may not include all duties performed by the individual.  
In addition, descriptions/specifications are intended to outline the minimum qualifications necessary for entry into the 
position/class and do not necessarily convey the qualifications of incumbents within the position/class. 
 
DEFINITION 
Under limited supervision, provides technical support and performs professional work related to the operation 
and support of computer hardware, peripherals, and software applications; participates in the evaluation and 
implementation of new computing technologies; and performs related duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS 
This classification is distinguished as the journey level in the Computer Analyst series.  Incumbents provide 
advanced second level daily technical support for computer hardware, peripherals and software, and develops 
and implements technology solutions to streamline the support process in the City’s computing environment. 
 
ESSENTIAL JOB FUNCTIONS AND RESPONSIBILITIES 
(Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the 
assistance of reasonable accommodation.) 

1. Serve as a representative of the City of Mesquite, demonstrating a positive attitude and progressive 
actions through the display of professionalism, courtesy, and appropriate tact and discretion in all 
interactions with other employees and with the public. 

2. Provide information and advanced technical support regarding computer hardware, software 
applications, and peripherals to customers; respond to Officers inquiries. 

3. Document problem resolution in on-line database to accurately track service requests. 
4. Document configurations and versions of the City’s standard desktop software suite and automated 

support tools in an on-line database for accurate tracking and change control.  
5. Develop, implement, and maintain internal support tools including desktop network device 

administration. 
6. Design and package upgrades to the City standard software suite, including operating system and 

productivity suite; perform quality assurance testing and determine delivery method of same. 
7. Sets-up, install, and configure computer hardware and software applications for specialized systems. 
8. Perform project leader duties for projects including, but not limited to, standard software suite upgrades, 

relocation and installation of equipment to new and existing City facilities, and the implementation of 
new computer and peripheral standards. 

9. Simulate hardware and software problems to test and evaluate solutions; make recommendations for 
implementing solutions. 

10. Provide direct support for internal staff for network user and shared resource analysis and management. 
 
OTHER JOB FUNCTIONS 

A. Protect confidential information by preventing unauthorized release, both verbal and/or writing. 
B. Perform other related duties as assigned. 
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QUALIFICATIONS 
The degree of knowledge and ability as outlined under this section is that which is necessary to satisfactory 
perform the essential functions of this position. 

Knowledge of: 
• Characteristics, capabilities, and limitations of computer hardware and related peripherals. 
• Principles and practices of network implementation and associated protocols. 
• Desktop operating system functionality, configuration, and its integration in a networked environment. 
• Troubleshooting techniques, specialized tools, and diagnostic software for computer hardware, software 

and network connectivity. 
• Standard database, word processing, spreadsheet, and desktop publishing applications. 
• Relational database systems such as Spillman and Groupwise. 
• Supervisory practices and procedures. 
 
Ability to: 
• Analyze and define problem sources and conceptualize practical solutions based on the computing 

environment. 
• Organize and prioritize a series of requests based on dynamic factors; plan and implement solutions with 

foresight and consideration of future computing environments. 
• Diagnose and resolve complex hardware, software, peripheral and network connectivity issues. 
• Analyze programs, policies and operational needs, and identify and recommend alternatives and 

improvements. 
• Communicate effectively with individuals from various socioeconomic, ethnic, and cultural diverse 

backgrounds. 
• Establish and maintain effective and positive working relationships with those contacted in the course of 

work. 
• Create and maintain on-line records; make sound, independent decisions within approved guidelines. 
• Clearly and concisely communicate step-by-step directions to customers. 
• Safely operate tools associated with installing and maintaining computers. 
 
Experience, Education and Training: 
Any equivalent combination of training, education and experience which provides the individual with the 
required knowledge, skills, and abilities to perform the job. A typical way to obtain the required knowledge 
and abilities would be: 

 
Education: Graduation from high school or GED.  Associates degree from an accredited college or 

university with major course work in police science preferred. 
Experience: Three (3) years as a Patrol Officer with the City of Mesquite.  One (1) year of experience 

in a combination of the following; Advance level computer hardware and software 
technical support, network resource management, and evaluation of computer hardware 
and software products; OR an equivalent combination of closely related education, 
training, and work experience. 

Training: Speak and write Spanish fluently preferred 
License or Certificate: Nevada P.O.S.T. Category I Certification.  Current on all department 

training. Must possess, at the time of employment and continuously 
throughout employment a valid driver’s license.   

WORKING CONDITIONS 
Work is performed under the following conditions: 
Work will be divided between field and office settings.  Work involves exposure to loud noises and sharp 
objects.  Incumbents may be required to work evening, weekend, and holiday shifts. The Computer Analyst will 
assume all of the patrol officer duties when needed. 
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Physical Requirements:  
Vision sufficient to read rules, regulations, policies, procedures, reports, printed documentation and related 
manuals, computer screens, audio visual materials, and other documents encountered in the course of work; 
Speech sufficient to make oneself heard and understood in person, in front of groups, in meetings, and over 
the telephone; Hearing sufficient to hear conversational levels in person, and over the telephone and radio; 
Mobility sufficient to safely move around in an office environment and between City locations; Strength 
sufficient to lift and carry computers and peripherals weighing up to 50 pounds; Dexterity sufficient to 
operate office equipment, computers, and specialized tools to make repairs; Strength sufficient to lift, move, 
and carry office materials and equipment; Endurance sufficient to sit, walk, and stand for extended periods, 
and maintain efficiency throughout the entire work shift and during extended work hours. 
 
Job Hazards/Risk Factors: 
Employee risk physical hazard from violent, aggressive, and hostile people, a variety of weapons, noise, 
exposure to bio-hazard communicable diseases, hazardous materials, chemicals, bodily fluids, sharp objects, 
traffic, drugs and drug paraphernalia; high risk of civil litigation due to performance of duties. 

 
 
 

 
It is a condition of employment that any Commissioned Police Personnel hired into the Police 
Department after March 1, 2004, not use tobacco in any form both on and off duty for the duration of 
employment with the City. 
 
 
 

 
 
 
The City of Mesquite is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City will 
provide reasonable accommodation to qualified individuals.  The City of Mesquite encourages both incumbents and individuals who 
have been offered employment to discuss potential accommodations with the employer. 
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