
INVESTIGATOR OPEN POSITION  
 
 
The Alexander City Housing Authority (ACHA) is currently seeking an Investigator responsible for 
the enforcement of laws and regulations in public housing communities owned and/or managed by 
the ACHA; the establishment of security and crime prevention programs; and enforcement of laws 
and regulations in the Tallapoosa and Coosa Counties as a result of sheriffs’ departments 
commissioning.  
  
 

EDUCATION/EXPERIENCE:  High school diploma or equivalent or two-year college 
degree, preferably in criminal justice and public safety 
with three (3) to five (5) years of related experience in law 
enforcement, undercover narcotics investigations, K-9 
units, community-, neighborhood- or problem-oriented 
policing. 

  Current P.O.S.T. certification prior to employment or upon 
employment must maintain firearms proficiency and 
physical requirements. 

 
   
    
Office Is Closed To The Public. Required application and detailed job description can be obtained 
at the ACHA Central Office located at 2110 County Road, Alexander City, AL, Alexander City 
Career Center by calling (256) 329-2201, or can be downloaded from www.alexcityhousing.org. 
Completed applications should also include a resume. Application deadline is 4:00 pm CDT, 
Friday, March 19, 2021. Applications accepted by office drop-box Monday-Friday 9:00 a.m. – 
12:00 noon and 1:00 pm - 4:00 pm, by mail, or at the Alexander City Career Center. Applications 
will NOT be accepted by email or fax. Only qualified applications will be considered. 
 
 
 
Position is Open Until March 19, 2021   NO PHONE CALLS.  
 
 
The ACHA is subject to HUD Section 3 hiring requirements; is an Equal Opportunity and “At Will” Employer; E-Verify 
participant; and Drug-Free Workplace. The Alexander City Housing Authority abides by the requirements of 41 CFR 60-
741.5(a) which prohibits discrimination against qualified individuals on the basis of disability or protected veteran status; 
and Title VII of the Civil Rights Act. Pre-employment physical and drug screen required for new hires. 
 
Reasonable accommodations may be provided as required by the ADA upon request. 
 
 
 

http://www.alexcityhousing.org/
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Alexander City Housing Authority 
2110 County Road 

Alexander City, AL 35010 
 

 

 POSITION DESCRIPTION 
 

  

POSITION TITLE: Investigator APPROVED BY:    Executive Director 

 
DEPARTMENT: Public Housing AMP DATE APPROVED:  10/03/2019 

 
CLASSIFICATION: Non-Exempt                   DATE REVISED:       10/03/2019 

POSITION REPORTS TO:   Property Manager    POSITIONS SUPERVISED:  None 
  
 

POSITION PURPOSE 
 

This is general duty police work. Responsible for the enforcement of laws and regulations in public housing communities owned 

and/or managed by the ACHA; the establishment of security and crime prevention programs; and enforcement of laws and 

regulations in the Tallapoosa and Coosa Counties as a result of sheriffs’ departments commissioning. Responsible for enforcing 

laws, protecting life and property, maintaining peace and order, and conducting criminal investigations. Responsible for using 

accepted law enforcement methods to include narcotics investigations, surveillance, directed patrols and community-oriented 

policing to enforce laws and prevent crime and for establishing and supporting security programs and activities. 

 

 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
 

1. Maintain administrative and criminal files on computer and/or hard copy. 

2. Enters information or data related to criminal activity or administrative procedures of lease violations into computer. 

3. Retrieves data to make hard copies for use in creating files. 

4. Completes Alabama Uniform Offense Report, incident reports, arrest reports, case or activity logs, intelligence forms, 

etc. as required. 

5. Enforces local, State and federal criminal law, and Housing Authority and HUD regulations using accepted law 

enforcement methods and techniques in order to improve the quality of life for residents of public housing. 

6. Observes activities in order to detect criminal activity or violations of tenant lease, rules, laws and regulations through 

surveillance, observation or patrol using surveillance equipment such as cameras, camcorders, etc. 

7. Receives complaints from residents in person, by referrals from local law enforcement agencies/departments and 

documents reported complaints on department forms such as field interview cards, etc. and initiates action 

necessary to resolve complaint. 

8. Investigates criminal activities by conducting observations and interviews by researching data or criminal files and by 

exchanging information with other law enforcement agencies. 

9. Arrests suspects for observed or reported criminal violations. 

10. Investigates the criminal history of public housing applicants and conducts investigations as needed into alleged fraud, 

misrepresentation of income, etc. and makes recommendations regarding suitability for public housing. 

11. Recommends eviction of tenants involved in criminal activity or violation of lease agreement by preparing and 

forwarding documentation to the Property Manager. 

12. Counsels residents on rules, lease, and law violations and documents counseling accordingly. 

13. Enforces the ACHA Criminal Trespass Policy and maintains current listing of trespassed individuals. 

14. Compiles case reports concerning findings of investigations of reported or observed crimes for use in developing a case 

file for investigations or for use during court appearances, etc. 

15. Provides court testimony related to an arrest or administrative matter such as evictions, asset forfeiture, etc. using case 

files, reports, and other documentation. 
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16. Educates and informs residents of security programs and procedures and assists in establishing security programs in 

public housing communities to improve the quality of life and decrease drugs and drug-related crimes. 

17. Attends resident meetings to solicit participation, to discuss problems and concerns of residents, and to determine ways 

to combat or resolve problems such as crime, etc. 

18. Attend training programs as needed on new procedures or methods to include use of computer systems and software, 

innovative law enforcement procedures related to crime reduction or drug investigations, and department of HUD 

regulations and procedures, or as may be required to maintain law enforcement credentials with the Sheriff’s 

Departments. 

19. Assists the Tallapoosa and Coosa County Sheriff’s Departments as requested. 

20. Assists and support ACHA personnel and management as needed. Attends meetings as required. 

21. Attends local fitness center on a regular basis each month to maintain a well-rounded healthy lifestyle. Provides 

tracking of wellness visits. 

22. Ensures ACHA management is informed of area activities and any significant problems. 

 

 

 

PERFORMANCE MEASUREMENTS 
 

1. Complies with the commissioning requirements of the Tallapoosa and Coosa County Sheriff’s Departments and works 

cooperatively with the Police and Sheriffs’ Departments as requested.   

 

3. Crime calls are quickly responded to, appropriately analyzed, and safely and professionally handled. Suspects are 

detained and arrested according to established policies, procedures, and legal regulations. 

 

5. Crime scenes are secured and investigations are handled according to established policies and procedures. Evidence is 

gathered, handled, and logged appropriately.  

 

6. Detects and enforces lease violations and makes appropriate recommendations of disciplinary actions to the Property 

Manager. Guards against tenant lease and ACHA policy violations by non-residents. 

  

8. Ensures high integrity and ethical standards of conduct. Testimony given in court proceedings is truthful and accurate. 

Interactions with tenants, members of the public, law enforcement and judiciary officials, employees, and HUD are 

tactful and professional. 

 

7. Accurate and thorough records of all activities are appropriately and securely maintained and submitted as scheduled. 

Management is appropriately informed of area activities and problems. 

 

8. Complies with all federal, state, and local regulatory requirements, as well as ACHA policies and procedures. 

 

 

 

CORE COMPETENCIES 

 
COMMUNICATION SKILLS Expresses information to individuals or groups effectively, taking into account the audience  
    and nature of the information; makes clear and convincing oral presentations; listens to  
    others, attends to nonverbal clues, and responds appropriately. Writes in a clear, concise,  
    organized, and convincing manner for the intended audience. 

 

CONFLICT MANAGEMENT/ Identifies and analyzes problems; weighs relevance and accuracy of information; generates 

PROBLEM SOLVING  and evaluates alternative solutions; makes recommendations. Anticipates and takes steps  
   to prevent counter-productive confrontations. Manages and resolves conflicts and   
   disagreements with individuals, tenants, and the public in a constructive manner.  

 

DECISION MAKING/  Makes sound, well-informed, and objective decisions; perceives the impact and implications  

DECISIVENESS/   of decisions; commits to action, even in uncertain situations, to accomplish organizational  

JUDGMENT   goals, causes change. Exercises significant discretion and independent judgment in  
    departmental responsibilities. Interprets specific policies, regulations, laws, and theories,  
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    and makes recommendations to senior management of action to be taken. 

 

INTEGRITY   Strives to be a role model of integrity for others. Support others in resolving conflicts when 
they feel their integrity is being challenges. Holds self, and others if applicable, accountable 
for measurable high-quality, timely, and cost-effective results. Accepts responsibility for 
mistakes. Complies with established control systems and rules. Is ethical in all actions. 

 

RAPPORT BUILDING  Effective at “breaking the ice” with others. Shows understanding, friendliness, courtesy, tact, 
empathy, concern, and politeness to others; develops and maintains effective relationships 
with others; may include effectively  dealing with individuals who are difficult, hostile, or 
distressed; relates well to people from varied backgrounds and different situations; is 
sensitive to cultural diversity, race, gender, disabilities, and other individual differences. 

 

TOLERANCE FOR STRESS Able to maintain productivity in spite of pressures of work and life. Able to maintain 
composure and decision-making ability in stressful situations. 

 

 

 

QUALIFICATIONS 
 

EDUCATION/CERTIFICATION:  A high school diploma or equivalent or two-year college degree, preferably in 

  criminal justice and public safety.  

  Current P.O.S.T. certification prior to employment or upon employment must maintain  

  firearms proficiency and physical requirements. 

  

EXPERIENCE REQUIRED: Three to five years of related experience in law enforcement, undercover narcotics 

investigations, K-9 units, community-, neighborhood- or problem-oriented policing. 

Considerable experience dealing with the public. 
 

OTHER REQUIREMENTS: Must possess a valid Alabama state driver’s license.  

 Must be insurable and bondable by the Authority insurance carrier.  

Must be available to work nights, weekends, holidays, and flexible work schedules as 

needed. 

  

REQUIRED KNOWLEDGE: Knowledge of accepted law enforcement methods, procedures, and practices to include 

interviewing procedures, narcotics identification and field testing procedures, drug sweeps, 

surveillance and investigation techniques and of how to incorporate concepts into the public 

housing environment. 

 Knowledge of local, state, and federal criminal laws. 

 Knowledge of proper radio codes and radio operation procedures. 

Knowledge of socio-economic conditions and special challenges associated with public 

housing communities. 

Knowledge of safety and emergency procedures to include evacuations of buildings in case 

of bomb threats, fire, etc. 

Knowledge of the use of NCIC (National Criminal Information Center) and ACJIS 

(Alabama Criminal Justice Information System) computer systems and of information 

available on those systems. 

 Knowledge of counseling techniques utilized in emergency situations involving distraught or 

suicidal individuals. 

  

SKILLS/ABILITIES: Ability to communicate orally in order to testify in court, to relate events or information to 

other employees, supervisor or agencies or to question or interrogate suspects, etc.   

 Ability to communicate in writing in order to complete clear and concise reports to include 

activity logs, incident/offense reports, etc. 

 Ability to analyze situations and appropriately apply laws and ordinances or law 

enforcement procedures and methods  

 Solid interpersonal and public relations skills. 

 Strong computer skills in Microsoft Office and database management. 
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 Ability to effectively operate general office equipment and computer programs. 

 Ability to maintain confidentiality of information. 

 Ability to learn and adapt to Housing Authority policies and HUD regulations. 

 Ability to maintain firearms proficiency 

 Ability to work independently or as a team 

 Skill in use of firearms as required to meet Alabama state minimum standards requirements 

 Skill at operating motor vehicles as required by Alabama state minimum standards for law 

enforcement officers in routine and emergency situations. 

 Ability to speak before large groups. 

 Ability to recall details of an observed violation, incident, or arrest to include names, 

physical descriptions, license plates, etc. 

 Ability to maintain composure under stressful or dangerous conditions in order to take 

appropriate actions.   

 Ability to prioritize work load to include handling numerous ongoing cases simultaneously. 

 Ability to apprehend and arrest suspects according to state minimum standards to include 

appropriate use of force, weapons, handcuffing and searching, etc. 

 Ability to deal effectively with the public, other investigators, and personnel from other 

agencies to include visitors and personnel representing other law enforcement agencies. 

 Ability to set up and maintain computer and hard copy files and case reports in order to 

develop cases related to criminal activity, etc. Occurring in public housing communities. 

 Ability to operate or utilize equipment or tools during surveillance or enforcement 

operations to include camcorders, 33mm cameras, canine units, etc. 

 Skill at performing first aid and life saving techniques and CPR as outlined by the American 

Red Cross. 

 Ability to work safely without presenting a direct threat to self or others. 

 

 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
 

STOOPING: Bending downward and forward at the waist. Requires full use of lower extremeties and 

back muscles. 
 

KNEELING: Resting on knee or knees. 
 

CROUCHING: Bending downward and forward at the leg and spine. 

CRAWLING: Moving on hands and knees or hands and feet. 
 

REACHING: Extending hand(s0) and arm(s) in any direction. 
 

STANDING: For extended time periods. 
 

WALKING: Especially for long distances. 
 

PUSHING: Using upper body to press against something with steady force. 
 

PULLING: Using upper body to draw, drag, haul, or tug objects. 
 

LIFTING: Use of upper body and back muscles to lift objects. 
 

FINGER DEXTERITY: Using primarily just the fingers to make small movements such as typing, picking up small 

objects, or pinching fingers together. 

 

GRASPING: Using fingers and palm on an object. 
 

FEELING: Perceiving sensual characteristics of objects including size, shape, texture, temperature, etc. 

through touch 
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TALKING: Especially where one must frequently convey detailed or important instructions or ideas 

accurately, loudly, or quickly. 
 

REPETIVE MOTIONS: Movements frequently and regularly required using the wrists, hands, and/or fingers. 
 

AVERAGE HEARING: Able to hear average or normal conversations and receive ordinary information. 

 

AVERAGE VISUAL ABILITIES: Average, ordinary visual acuity necessary to prepare or inspect documents or products, or 

operate machinery. 

 

PHYSICAL STRENGTH: Heavy work such as required by Alabama law for law enforcement officers including 

exerting up to 100 lbs. occasionally, and/or up to 50 lbs. frequently, and/or 20 lbs. 

regularly. 

 

 

WORKING CONDITIONS 
 

HAZARDOUS: Worker is subject to varying inside and/or outside temperatures, which may include extreme 

heat (temperatures above 100 degrees) or extreme cold (temperatures below 32 

degrees).  

 

 Work is performed both inside and outside. Subject to weather.  

 

 Must occasionally work in a very noisy environment which requires worker to shout to 

communicate.  

 

 Worker is subject to hazardous conditions such as are common for law enforcement officers. 

 Frequent local travel. 

 

 

 

MENTAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
 

REASONING ABILITY: Ability to apply logical or scientific thinking to define problems, collect data, establish 

facts, and draw conclusions. Able to interpret a variety of federal, state, and local 

laws, regulations, and ordinances. Able to deal with multiple variables 

MATHEMATICS ABILITY: Ability to perform basic math skills including adding, subtracting, multiplying, and dividing 

two digit numbers; the four basic arithmetic operations with money; and operations with 

units such as inch, foot, yard; ounce, and pound (or their metric counterparts).  

 

LANGUAGE ABILITY: Ability to read a variety of books, magazines, instruction manuals, atlases, and 

encyclopedias. 

 Ability to prepare memos, reports, and essays using proper punctuation, spelling, and 

grammar.   

 Ability to communicate distinctly with appropriate pauses and emphasis; correct 

pronunciation (or sign equivalent); and variation in word order using present, perfect, 

and future tenses. 
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INTENT AND FUNCTION OF JOB DESCRIPTIONS 
 

Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees are 

selected.  They are also essential to an effective appraisal system and related promotion, transfer, layoff, and termination 

decisions.  Well constructed job descriptions are an integral part of any effective compensation system.   

 

All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral 

tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and abilities included have been 

determined to be the minimal standards required to successfully perform the positions.  In no instance, however, should the 

duties, responsibilities, and requirements delineated be interpreted as all-inclusive.  Additional functions and requirements may 

be assigned by supervisors as deemed appropriate.   

 

In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably 

accommodate disabled individuals.  However, no accommodations will be made which may pose serious health or safety risks to 

the employee or others or which impose undue hardships on the organization. 

 

Job descriptions are not intended as and do not create employment contracts.  ACHA maintains its status as an at-will employer. 

ACHA reserves the right to change this job description as needed.  Employees can be terminated for any reason not prohibited 

by law. 

 

 

 

This job description has been reviewed with me. My signature indicates that I understand and agree to the requirements for this 

position and I have received a copy of this job description. 

 

__________________________________________________   __________________________________ 

Signature        Date 

 

________________________________________________ 

Printed Name 


