
 
 
 

 
 
 
CLASS TITLE: Digital Evidence Technician 
 
CLASS CODE: L27301 
 
LOCATION:  Headquarters 
 
SALARY:  pg 13, $38,515.00 
 
  
OPENING DATE: February 5, 2015 CLOSING DATE:    February 18, 2015 
 
GENERAL DESCRIPTION: 
This full performance level position supports aspects of the digital video recordings from the patrol 
cameras as well as other digital evidence collected from other areas of the Division.  This position will act 
as the digital systems administrator.  It is intended that all such digital evidence, regardless of its origin, 
will be stored and maintained through one back-end management tool.  The scope of  support this 
position’s duties involves training users, system monitoring, operation and maintenance involved in the 
administration of the digital evidence system, end user assistance, and system maintenance through 
technical diagnostics and repair working with vendor engineers when necessary.  The position also 
involves evidence maintenance, evidence distribution, and possible court testimony related to the camera 
system in use by the Division. In addition, this position will require liaison with outside agencies, the 
manufacturer of the systems used to collect digital evidence and the Information Technology Section to 
keep the system in working order and find solutions to issues that arise related to new case law and/or the 
hardware and software related to the digital evidence system. 
 
 
 
 
 
 
 



ESSENTIAL FUNCTIONS: 
The position requires: 

• An understanding and knowledge of the handling of and procedures for the continuity and the 
chain of custody of evidence in general but in particular for courtroom presentation. 

• The creation and maintenance of a Standard Operating Procedure (SOP) including procedures for 
submitting requests from the field for digital evidence and filling those requests within the 
evidence guidelines. 

• Ensuring the policies and procedures pertaining to such digital evidence conform to the proper 
evidentiary submission accepted in the state and federal courts and must liaison with the Attorney 
General’s Office to keep abreast of case law and court rulings that affect digital evidence. 

• Recommending procedures for improvement of digital evidence handling and present sound 
proposals for consideration to management. 

• The ability to use the evidence management system user-interface to manage electronic video, 
photos, documents, etc. which includes the administration of case folders that electronic evidence 
are appended to. 

• The need to search, find, retrieve, and burn video evidence to a media that can be distributed to 
the Attorney General’s Office, members of the division, and any approved outside parties entitled 
to such evidence either by divisional policy or the rules of evidence.  Should any event, expected 
to be in evidence, not be retrievable for any reason, the incumbent must have the ability to 
identify the reason the evidence is not retrievable and be able to sufficiently explain the reason 
why both verbally and in writing and if necessary, provide testimony of any such condition in any 
state or federal courtroom where such evidence is being considered.    

• Be responsible for training field users including troop administrators in how to use the digital 
evidence system to submit, find, retrieve, burn to disc, and review video per the guidelines. 

• Provide customer service to resolve or ensure resolution of problem diagnosis/assessment and 
repair. 

• Perform routine audits of the system to ensure the system is working properly and all evidence 
that is coded to auto-burn actually performed this function. 

• Advise and train users on the operation and capabilities of hardware and application software 
related to digital evidence. 

• Work with the Information Technology Section to plan, schedule, install and test software 
updates and hardware upgrades. 

• Conduct needs analysis of equipment, software, training and equipment resources to plan and 
recommend system changes in ways that meet program goals 

• Demonstrate the ability to coordinate system expansion with management, agency technical staff, 
consultants, and contractual vendors. 

• Provide system administration independently e.g., evaluates system performance, troubleshoot 
operating systems; coordinate installation and conduct testing to assure system is operating 
properly. 

• Coordinate with vendors and Information Technology technicians to resolve issues. 
• Communicate effectively with management and instruct users on the steps to follow to correct a 

problem with the operation of equipment.  
 
 
 



KNOWLEDGES, SKILLS AND ABILITIES: 
• Knowledge of evidence handling procedures for the continuity and chain of custody of evidence. 
• Knowledge of both state and federal courts and the rules of evidence that apply to them. 
• Knowledge of the rules for discovery requests and how digital evidence is affected by those rules. 
• Ability to use digital evidence management system interface to manage electronic video, photos, 

documents, etc which includes administration of case folders that electronic evidence is appended 
to.   

• Ability to communicate effectively both orally and in writing. 
• Ability to provide understandable instructions to civilian and sworn personnel on the use of the 

existing digital evidence system. 
• Ability to use sound judgment and reach reasonable and logical conclusions when encountering 

issues requiring the involvement of the incumbent. 
• Ability to identify and analyze problems, additional requirements, or user issues and assess their 

impact and make recommendations related to them  
• Ability to provide guidance and direction to a variety of people pertaining to applicable laws, 

rules, regulations, policies, and procedures. 
• Ability to establish and maintain effective working relationships with a variety of people. 

 
MINIMUM QUALIFICATIONS: 
 

• Experience in evidence handling procedures for the continuity and chain of custody of evidence 
preferred.  

• Understanding of court procedures and testimony in state and federal courts preferred.  
• Experience in the rules of evidence as they apply to digital evidence preferred.  
• Experience in operating computer systems, to include but not limited to: Coban in-car video 

system preferred 
• Experience in serving as a liaison between internal and external agencies 
• Must have the ability to manage case folders and organize the information for distribution 
• Ability to search, find, retrieve, and burn digital evidence 
• Ability communicate effectively both orally and writing 
• Ability to instruct on the system in use for digital evidence 
• Must have a valid driver’s license 

 
 
Conditions of Employment:  
Direct deposit of paychecks is required as a condition of employment.  

• A satisfactory criminal background check is required as a condition of employment.   
 

Benefits:   To learn more about the comprehensive benefit package please visit the State Personnel web-
site at http://delawarepersonnel.com/benefits/index.htm  
 
 
 
 

http://delawarepersonnel.com/benefits/index.htm


APPLICATIONS: 
 
Please submit a Delaware State Police civilian application to: 
 
DELAWARE STATE POLICE, Human Resources Office, P.O. Box 430, Dover, DE  19903 
 
 
Applications can be found at our website at:  
 
http://www.dsp.delaware.gov/employment.shtml 
 
Applications can also be found at any troop or at our Headquarters at 1441 N. Du Pont Highway, Dover, DE  
19903 
 
 
Attachments to Applications: 
 

• Please do not submit copies of evaluations, letters of reference, training certificates, or 
college transcripts unless requested.  

• Applications or additional information will not be accepted after the closing date. 
• Resumes will not be accepted unless accompanied by a State of Delaware Application. 

 
Accommodations: 
 

• Accommodations are available for applicants with disabilities in all phases of the application and 
employment process.  To request an auxiliary aid or service please call (302) 739-5458 

• TDD users should call the Delaware Relay Service Number 1-800-232-5460 for assistance. 
 

NOTE:  The Division of State Police is a non-merit system agency. 
 

The State of Delaware - An Equal Opportunity and Affirmative Action Employer 
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