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Southwestern Ohio Council of Governments (SWOCOG)
412 S. East Street					
Lebanon, OH  45036		
www.swocog.org				

Position Description 

Position Title:  Investigative Agent		  	Reports to: Investigative Services Manager 

FLSA Status: Non-Exempt, Hourly			

Schedule: Full Time; 	Typically- Mon-Fri. 8 AM-4 PM; However, it may require some weekend and evening hours to meet family/ individual and timeline needs.  		

Job Summary
This position is responsible for conducting investigations for all Major Unusual Incidents (MUIs) for member counties receiving the service.

Qualifications and Education  
· Bachelor’s degree from an accredited university.
· Appropriate certification through Ohio Department of Developmental Disabilities (upon employment) as outlined in OAC 5123:2-5-07.
· Experience with standard office equipment including computers with Microsoft Office and similar software for advanced computer use.
· Possess effective written and oral communication skills.
· Ability to prepare meaningful, concise & accurate reports, gather, collate & classify information about data, etc.  

Other Requirements
· Satisfactory results of a chemical dependency test
· Successful completion of a criminal records check (BCI and/or FBI) and registry/database check, driving record checks, and favorable reference reports.
· Proof of a current and valid driver's license for state of residence; must be maintained throughout employment  
· Proof of current vehicle liability insurance in at least the minimum required amount for state of residence; must be maintained throughout employment
· Possess the ability to work independently, collaboratively, and effectively with the administration and staff, other agencies, professionals, and the public.
· Ability to interpret situations and make decisions using the MUI rule as a guide.  
· Ability to work autonomously and make decisions independently. 
· Speak with the public effectively and understand the operations of SWOCOG and its participating County Boards of Developmental Disabilities.
· Understands and practices the professional code of ethics in keeping with the confidentiality of information and materials with which he/she may come into contact.
Typical Duties
1. The following list describes typical duties of this position but is not intended to be an all-inclusive list.  Employees will be asked to perform duties outside of this list based upon the needs of the company and the individuals we serve.
2. Investigate all reported major unusual incidents as defined in Ohio Revised Code 5123.61 and Ohio Administrative Code 5123:17-02 per the procedures established by SWOCOG and participating counties. 
3. Travel to appropriate sites, conduct and/or coordinate investigations, review physical evidence, and interview   witnesses; maintain schedule and calendar accurately. 

4. Arrange cases according to priority; schedule time to assure priority cases are given proper commitment of time; schedule time to ensure the health and safety of the individual is maintained. 
5. Work jointly with law enforcement, County Department of Human Services, County Case Managers, and Prosecutors, and Children’s Service Boards. 
6. Maintain current applicable certification as required by the DODD. 
7. Maintain records through daily communication and various tracking sheets / systems. 
8. Provide testimony, affidavits, depositions, and other supportive information and materials when appropriate. 
9. Prepare cumulative reports for county boards and other involved agencies. 
10. Coordinate and participate in county board annual review and stakeholder meeting. 
11.  Participate in MAC billing process. 
12.  Assure compliance with DODD rules, local, state, and federal regulatory policies and procedures. 
13.  Provide technical assistance/training to member county staff and local agencies as requested. 
14. Attends staff meetings and trainings.
15.  Work as a team member to assure coordinated, effective relations between SWOCOG staff, individuals, family members, providers, departments, and the SWOCOG governing board. 
16.  Other duties as requested or required are considered legal and in line with the expected tasks and duties of this position. 


Employee Signature__________________________________________Date________________

  Executive Director Signature_______________________________________Date_____________
  


Page 1 of 2

image1.png




