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U.S. Fish and Wildlife Service
Office of Law Enforcement

Investigation Assistant
GS-1802-06
PN: S000321

Introduction

The Office of Law Enforcement's mission is to protect wildlife resources by investigating
wildlife crimes, regulating wildlife trade and helping others understand and comply with
protection laws. OLE works in partnership with Federal, international, state, tribal, and
local counterparts. A variety of challenges and evolving trends complicate this work.
Population pressures, more accessible international travel and trade, frequent work with
individuals with languages other than English, the proliferation of organized crime
activity, and the threat of invasive species all impact the nature of the work and the skills
required.

Evolving work and approaches to work require increased skill in using advanced
technology, analytical skill to evaluate and interpret data, including human intelligence,
and the ability to make risk assessments in order to focus inspections and investigations.
OLE must expand partnerships, as well as increase the use of multi-agency and multi-
function teams to accomplish high-risk, high-impact investigations.

This position is vital in ensuring that criminal investigators focus on the professional
tasks necessary to accomplish high impact work such as identifying, disrupting, and
dismantling organizations involved in illegal commercialization of wildlife. The incumbent
of this position serves as an investigation assistant providing technical support to
criminal investigators in ensuring compliance with fish and wildlife laws, regulations,
policies, and procedures.

The incumbent is a developmental assistant with specialized knowledge in certain
aspects of investigative work such as documentation of cases, use of specialized law
enforcement automated systems and databases, crime scene evidence collection and
control. At this level, the incumbent consults with the supervisor on highly sensitive
cases or on those where guidelines are unclear, is assigned progressively more
responsible but more limited areas of projects, and performs tasks with increasing
independence. This position is developmental to the full-performance level of GS-8,
through the GS-7 level.

Major Duties

e In a developmental capacity, the incumbent is assigned to a range of
progressively more responsible investigation projects and provides critical
support in the areas of data and evidence management.

¢ Obtains background information on subjects of investigations by 1) identifying
basic information needed, identifying sources for the information, and obtaining
information through extensive record searches; 2) conducting structured
interviews with witnesses; 3) performing automated information retrieval using a
wide variety of systems and databases; 4) conducting telephone inquiries with



Federal, State, and local agencies, private organizations, and individuals; and, 5)
preparing correspondence with public agencies, private industry, and others

e Receives training in the proper techniques to collect evidence at crime scenes
and documents and controls evidence.

¢ Provides information to authorized persons concerning the status of particular
investigations using judgment gained through extensive experience to determine
the information to be provided.

e Compiles investigative reports with necessary exhibits, including reviewing and
analyzing all investigative documents, identifying and correcting errors related to

policy.

e Compiles and maintains required administrative reports using law enforcement
and other automated systems and software. Compiles and tracks investigative
results and evaluates data and other information from research and investigation
findings for a variety of purposes including required reports, budget justifications,
trend analysis, etc.

e Provides copies and duplication of evidence and investigative materials ensuring
legal, policy and procedural requirements are met.

¢ Participates in outreach activities such as classroom presentations, job fairs, and
public events to educate travelers, industry and others regarding wildlife
protection laws.

e Creates visual products, displays or exhibits to be used in outreach activities or
to support investigations.

e Serves as evidence custodian in accordance with law and Service policy.

e Assists investigators in areas such as documentation of cases, use of automated
systems and databases, etc.

Performs other related duties as assigned.
Factor 1. Knowledge Required.

Knowledge of fish and wildlife laws, rules, and regulations, including import and export
and search and seizure.

Knowledge of procedures, regulations, and protocols applicable to investigation support
tasks, i.e., required documentation, rules of evidence and evidence control, etc.

Ability to apply methods and techniques applicable to routine investigations and law
enforcement activities.

Ability to conduct routine tasks in typical investigations, i.e., conducting structured
interviews with witnesses, identifying information needed and conducting record
searches, collecting evidence at crime scenes, analyzing investigative documents,



correcting errors in documentation, compiling investigative reports, presenting
investigative findings in reports in an organized and prescribed manner.

Ability to use automated information systems and a variety of internal and external
databases used for record searches.

Knowledge of investigation case documentation requirements. Ability to analyze and
evaluate records, documents, and other data gathered for investigations.

Skill in oral and written communication including developing and making presentations
for outreach activities.

Skill in assembling and creating visual products, displays or exhibits, both stand-alone
and web-based.

Factor 2. Supervisory Controls.

Assignments are made with general instructions as to what is to be done, timeframes,
and priorities. The incumbent performs the more routine tasks with independence,
referring new or unusual situations to the supervisor or lead Agent. The supervisor
monitors the work in progress and evaluates the finished work for accuracy, timeliness,
and compliance with standards.

Factor 3. Guidelines.

The laws, regulations, policies and procedures governing the U.S. Fish and Wildlife
Service provide general guidance, with particular emphasis on those related to routine
investigation work and documentation and related administrative processes. The
incumbent applies appropriate guidelines for work that is typically straightforward and
similar to work performed before. The supervisor advises on the appropriate reference
and procedure for the investigative task assigned and assists in interpreting guidance on
new or unusual work. Judgment is required to determine to whom case information may
be legally released. The incumbent refers new and unusually sensitive situations to the
supervisor or lead Agent for guidance.

Factor 4. Complexity.

The work involves a variety of law enforcement activities that require the use of different
and unrelated procedures and methods. For example, an in-depth knowledge of LE
automated tracking systems and other databases to document cases and research
records for evidence is required, as well as ability to apply interview techniques to
conduct routine witness interviews. The incumbent is expected to identify and correct
errors in investigative material and reports.

Factor 5. Scope and Effect.

The purpose of the work is to provide training in the practical application of the basic
concepts, methods, procedures, and guidelines of the investigative program.

The work involves the performance of well-defined tasks, such as reading commonly
used procedural and regulatory guidelines, or gathering and organizing clearly defined



information from one or a few readily available source documents or files for use by

higher level agents.
The work is primarily intended to orient the trainee to the functions and activities of the

agency's enforcement program.
Factor 6. Personal Contacts.

Contacts are with criminal investigators within FWS and those external members of an
investigative team. Contacts include other staff within FWS, attorneys, State and local
officials, and the general public.

Factor 7. Purpose of Contacts.

Contacts are for the purpose of obtaining and sharing information for investigations,
providing compliance information to the public and providing investigation status
information to appropriate individuals. The incumbent coordinates and disseminates
information regarding specific investigations and other investigative matters.

Factor 8. Physical Demands.

Investigation support work may require some physical effort such as prolonged standing,
bending, stretching, and lifting.

Factor 9. Work Environment.
The work is primarily in an office setting. However, some tasks, such as interviewing

witnesses, obtaining and controlling evidence, may be in outdoor settings including
adverse weather conditions and noisy environments.



