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MEMORANDUM 
HR#29-19 

 
May 28, 2019 

 
TO:  DHRM Listserv Recipients 
 
FROM: Peter Long, Administrator Peter Long 
  Division of Human Resource Management 
 
SUBJECT: PROPOSED CLASSIFICATION CHANGES – BACKGROUND 

INVESTIGATION TECHNICIAN SERIES 
 
 
Attached are proposed classification changes for your information pursuant to NRS 284.160, 
subsections 3 through 5. If you have any comments or objections regarding these changes, please 
send your written notification to Beverly Ghan at bghan@admin.nv.gov no later than June 26, 
2019. 
 
If no written objections are received in this office by June 26, 2019, action will be taken to effect 
the changes and a report will be made to the Personnel Commission. 
 
Attachments 
 
 

http://hr.nv.gov/
mailto:bghan@admin.nv.gov


NOTICE OF PROPOSED CLASSIFICATION CHANGES 
 

Number:  Posting #27-19 
Posting Expires:  June 26, 2019  

 
Per NRS 284.160, the Administrator may make a change in classification without the prior approval of the Commission.  
The following change(s) are proposed: 
 

CURRENT PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

 New   11.380 
Background Investigation 
Technician II 

30 E 

 New   11.382 
Background Investigation 
Technician I 

28 E 

 
Basis for Recommendation   
 
As a result of an Individual Classification Study, and in partnership with subject matter experts from the 
Department of Public Safety (DPS), it has been determined that a new classification series should be created 
to meet the needs of DPS’ sworn and non-sworn preemployment background investigation responsibilities. 
 
The Background Investigation Technician II, under general supervision, performs the full range of duties as 
described in the series concept for both sworn and non-sworn employment candidates. This is the journey level 
in the series.   
 
In reviewing the job duties, it was determined the class aligns with the 11.000 Regulatory and Public Safety 
Occupational Group; Investigation and Inspection Sub-Group B; and the EEO-4 job code E – 
Paraprofessionals. The grade comparison determined that the duties align with the Tax Examiner II, 7.255, 
grade 30, and Emission Control Technician II, 11.555, grade 30. 
 
The Background Investigation Technician I, under close supervision, receives training in performing all duties 
described in the series concept.  This is the trainee level in the series and incumbents may progress to the next 
level upon meeting the minimum qualifications, satisfactory performance and with the approval of the 
appointing authority. 
 
In reviewing the job duties, it was determined the class aligns with the 11.000 Regulatory and Public Safety 
Occupational Group; Investigation and Inspection Sub-Group B; and the EEO-4 job code E – 
Paraprofessionals. The grade comparison determined that the duties align with the Tax Examiner I, 7.256, 
grade 28, Compliance Investigator I, 11.359, grade 28, Fingerprint/Records Examiner I, 11.135, grade 28, and 
Emission Control Technician I, 11.557, grade 28. 
 
Throughout the process, management and staff within the DPS and analysts within the Division of Human 
Resource Management participated by offering recommendations and reviewing changes as the process 
progressed and they support the proposed class specification, Background Investigation Technician. 
 
Note: This is a new class specification. 
 
The formal recommendations and specifications are on file with the Division Administrator, Human Resource 
Management. To view a copy in Carson City, go to 209 East Musser Street, Suite 101; in Las Vegas, go to 555 
East Washington Avenue, Suite 1400. You may also view the recommendations and specifications online at 
hr.nv.gov/Sections/Classification/Proposed_Classification_Changes/. For additional information call (775) 
684-0130. 
  



Objections to the proposed change(s) must be received in writing by June 26, 2019. Objections should be 
addressed to Beverly Ghan, Deputy Division Administrator, Compensation, Classification and Recruitment 
Section of the Division of Human Resource Management, 209 East Musser Street, Suite 101, Carson City, 
Nevada 89701-4204. 
 
POSTING DATE: May 28, 2019 
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CLASS SPECIFICATION 

 

    
TITLE GRADE EEO-4 CODE 
    
BACKGROUND INVESTIGATION TECHNICIAN II 30 E 11.380 
BACKGROUND INVESTIGATION TECHNICIAN I 28 E 11.382 
    
    

SERIES CONCEPT 
 
Background Investigation Technicians conduct preemployment background investigations for sworn and  
non-sworn employment candidates for the Department of Public Safety. 
 
Receive, review and/or research preemployment background application packets; gather and assess information 
and facts; determine the validity of documents received; ensure required documentation is received and 
complete; contact employment candidates to request missing information; research criminal history and traffic 
violation information from various law enforcement and judicial agencies and databases; ensure fingerprint 
records requests are submitted for processing and results are obtained; ensure background application packets 
comply with federal and State statutes and regulations and department policies and procedures. 
 
Conduct interviews with appropriate individuals detailed in the employment candidates’ personal history 
statement and hard copy and electronic background application packet; discuss sensitive information; ask 
clarifying questions; follow-up on unanswered questions or conflicting statements; maintain accurate and 
detailed interview notes.  
 
Prepare comprehensive fact-based reports, memorandums and supplemental documents; identify distracting 
factors, chronological statements of facts, documentation obtained, findings and conclusions for consideration 
by the hiring manager and/or appointing authority; may be called upon to provide additional information 
regarding findings to unit supervisor, hiring manager and appointing authority.   
 
Create, organize and maintain background files; upload and file documentation in a designated database; 
maintain logs, spreadsheets and databases to track movement, ensure efficient record keeping and to ensure 
proper closure; and provide statistical data to include in a report to the unit supervisor. 
 
Perform related duties as required. 
 
****************************************************************************************** 
 

CLASS CONCEPTS 
 

Background Investigation Technician II:  Under general supervision, incumbents perform the full range of 
duties as described in the series concept for both sworn and non-sworn employment candidates.  This is the 
journey level in the series. 
 
Background Investigation Technician I:  Under close supervision, receive training in performing all duties 
described in the series concept.  This is the trainee level in the series and incumbents may progress to the next 
level upon meeting the minimum qualifications, satisfactory performance and with the approval of the 
appointing authority. 
 
****************************************************************************************** 
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MINIMUM QUALIFICATIONS 

 
SPECIAL REQUIREMENTS: 
 

∗ Positions require a pre-employment background/criminal history check and fingerprinting. 
∗ A valid Nevada driver’s license or evidence of equivalent mobility is required at the time of appointment 

and as a condition of continuing employment. 
 
BACKGROUND INVESTIGATION TECHNICIAN II 
 

EDUCATION AND EXPERIENCE: Associate’s degree from an accredited college or university in business 
administration, criminal justice or related field and one year of paraprofessional experience performing 
investigative, auditing or program-related duties which required the application of federal and State 
statutes; reviewing documents for program compliance determinations; and preparing reports summarizing 
findings; OR graduation from high school or equivalent education and two years of experience one of which 
included paraprofessional experience as described above; OR one year as a Background Investigation 
Technician I in Nevada State service; OR an equivalent combination of education and experience as 
described above.  (See Special Requirements) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):   
Working knowledge of: interviewing and investigative techniques; recordkeeping practices to obtain needed 
information.  General knowledge of:  methods and practices used in developing and presenting information; 
the theories of human behavior and psychology. Ability to: conduct interviews in person and/or by telephone 
to ascertain factual information; record information quickly and accurately; convey accurate and precise 
data in a timely manner within established time frames; interpret, apply and explain applicable statutes, 
regulations, policies and procedures and apply interpretations to specific situations; work independently 
and as part of a team; follow through on assignments with minimal direction; and perform all knowledge, 
skills and abilities required at the lower level.  
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Detailed knowledge of: confidentiality rules and regulations. Working knowledge of: federal and State 
statutes and department policies and procedures; State administrative regulations, policies, procedures and 
guidelines regarding personnel; and all knowledge, skills and abilities required at the lower level. 

 
BACKGROUND INVESTIGATION TECHNICIAN I 
 

EDUCATION AND EXPERIENCE:  Graduation from high school or equivalent education and three years 
of experience which required the application of policies and procedures; reviewing documents prepared by 
others for program compliance determinations; and preparing reports which summarize findings; OR an 
equivalent combination of education and experience as described above.  (See Special Requirements) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
General knowledge of: research techniques and application; basic interviewing and recordkeeping 
techniques; English grammar, spelling and punctuation sufficient to compose reports and business 
correspondence.  Ability to:  write concise, logical, grammatically correct reports and memorandums; verify 
information from a variety of sources; read and understand department policies and procedures; operate 
computers and peripheral equipment to gather, store, record and retrieve information; effectively interact 
and communicate with a variety of individuals from various socioeconomic, cultural, economic and 
educational backgrounds. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities required for Background 
Investigation Technician II.) 
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This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class. 
 
 11.380 11.382 
   
ESTABLISHED: 6/26/19UC  6/26/19UC  
  7/16/18R 
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