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Fingerprinting Specialist
Employee Name (Print): _______________________________________
Reports To:

Deputy Superintendent
Dept/Campus:

Instructional Technology



Paygrade: PP-1
Wage/Hour Status: 
Nonexempt




Date Revised: April 2014
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

Perform electronic and physical fingerprinting functions according to the commercial, state, or federal customer's program requirements.  Operate various fingerprinting machinery, and navigate through specialized computer software databases. This position performs data entry and filing activities to maintain and update fingerprint and related records/information.

QUALIFICATIONS:
Education/Certification:
High School Diploma or GED

Special Knowledge/Skills:

Knowledge of principals and processes for providing customer and personal services, including customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction

Knowledge of electronic equipment, computer hardware, computer software, including applications and data entry

Knowledge of administrative and clerical duties, such as word processing, managing files, and records, stenography and transcription, designing forms, and other office procedures

Job requires ethics and honesty

Ability to communicate effectively

Calm and patient demeanor

Experience:

Minimum one year applicable experience

Previous experience processing credentials preferred

MAJOR RESPONSIBILITIES AND DUTIES:

1. Coordinates fingerprinting schedules and applicant appointments for the purpose of ensuring availability of facilities and/or equipment and delivering services in conformance to established guidelines.

2. Provide superior customer service to internal and external customers

3. Perform basic maintenance and troubleshoot issues with fingerprinting equipment, including computer hardware and software

4. Obtain successful customer fingerprint images and capture biometric information to meet or exceed program standards

5. Verify customer identity and scan required documents into database system

6. Successfully complete required biometric and data capture processes and paperwork on each customer

7. Adhere to all company and departmental employment policies regarding security and confidentiality

8. Perform administrative duties such as timekeeping, shift schedules, daily activity reports, card inventory, equipment inventory, and requisitioning supplies
9. Assist other personnel as may be required for the purpose of ensuring an efficient and effective work environment.
EQUIPMENT USED:

Equipment supplied by MorphoTrust USA, fingerprinting electronic equipment, camera, printer
WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:

Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand, arm, and shoulder motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.

Employee






Date
Supervisor






Date

  Texarkana Independent School District    •    4241 Summerhill Road    •    Texarkana, Texas   75503
Texarkana Independent School District    •    4241 Summerhill Rd.    •    Texarkana, Texas      75503

