
NC 06024 
0SP 8/ 87 

 
 

FINGERPRINT IDENTIFICATION PROCESSING SUPERVISOR 
 
 
This is supervisory work in the planning and coordination of coding, verification, and input of criminal 
history documents related to fingerprints for a computerized data collection system. 
Employee is responsible for the accuracy and completeness of work performed in the data coding and 
data input units and is also responsible for ensuring that the computerized system needed to complete 
these functions is operable. Employee may be responsible for directly performing technical procedures 
and interpretations in fingerprint work when on call, or indirectly when providing daily assistance to the 
units. Employee contacts a variety of criminal justice system personnel in resolving complex problems or 
discrepancies related to criminal history source documents, and performs related work as required. 
 
I. SUPERVISORYIMANAGERIAL FUNCTIONS: 
 
Planning - Employee plans work assignments on a daily basis for the data-coding unit and the data input 
unit. Employee maintains workflow by ensuring that work is completed in a timely manner. Employee may 
schedule meetings with subordinate staff and/or other fingerprint staff to discuss any changes that occur 
in processing plans and procedures. Employee sets short-term goals for the work units and assists 
supervisor in developing long-range plans for the units. 
 
Organizing and Directing - Employee reviews work flow chart daily to determine what work should be 
processed. Employee can initiate minor changes in coding or input procedures; however, most major 
revisions are dictated by state legislation, or the national criminal history reporting service. 
 
Budgeting - Employee compiles and submits yearly a budget request for supplies and equipment along 
with justification and vendor to supervisor for review and processing. 
 
Training - Employee develops sane training materials for employees in the data coding and data input 
units. Other instructional materials and methods used in these units are reviewed by this employee for 
appropriateness and effectiveness. 
 
Setting Work Standards - Work standards and guidelines are well established, however, employee 
provides explanation and interpretation of such when requested and makes sure that all rules, 
regulations, and policies are obliged. 
 
Reviewing Work - Employee reviews work of subordinates several times a week to resolve possible 
problems and to check the efficiency of the processing operation. 
 
Counseling and Disciplining - Employee resolves disciplinary problems and complaints referred by 
subordinate supervisors. Employee may initiate written warnings and recommend more serious problems 
to immediate supervisor. 
 
Performing Other Personnel Functions - Employee approves leave requests and provides input in 
employee selection, performance reviews, and salary adjustments for staff. 
 
II. SCOPE AND NATURE OF WORK SUPERVISED: 
 
Dynamics of Work Supervised - Work is usually stable, however, the intricacies of the criminal justice 
system may dictate extensive research to resolve discrepancies in source documents or information 
already in system. 
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Variety of Work Supervised - Employee supervises staff in the coding, verification, and input of criminal 
history documents into a computerized data collection system. 
 
Number of Employees Responsible For - Employee supervises two units of approximately 15-36 clerical 
employees. 
 
III. EXTENT OF SUPERVISION RECEIVED: Daily work activities are performed independently 
employee spends a large percentage of time resolving complex source document problems and 
interfacting with other section supervisors by resolving discrepancies in criminal history information. This 
work is not reviewed by immediate supervisor unless requested by employee. Major changes in 
processing procedures and plans are discussed with supervisor. 
 
IV. SPECIAL ADDITIONAL CONSIDERATIONS: None 
 
V. RECRUITMENT STANDARDS: 
 
Knowledges, Skills, and Abilities - Extensive knowledge of the computerized criminal history system and 
the coding and data input procedures used to support the system. Extensive knowledge of the 
procedures and interpretations used in the classification of fingerprints. Some knowledge of computer 
operations. Knowledge of laws pertaining to confidentiality of personal information. Ability to coordinate 
and supervise the work of others. Ability to communicate effectively in oral and written form. 
 
Training and Experience Requirements - Graduation from high school, completion of an acceptable 
course in fingerprint science, and four years of progressive experience in fingerprint classification or data 
processing including one year in a supervisory capacity; or an equivalent combination of education and 
experience. 


