City of Chattanooga, TN

Classification Title:  Accident Investigator


	Department: 
	Public Works
	Pay Grade:
	TBD

	Supervision Received From:
	
Occupational Safety Specialist
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

12/06/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for investigating vehicle accidents, property damage and personal injuries involving or directly related to the City of Chattanooga. Work is performed with moderate supervision.
SERIES LEVEL:

The Accident Investigator is the first level of a four level risk/safety series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Investigates vehicle accidents, property damages, and personal injuries involving the City, which includes: receiving notification of accidents, damages, and/or injuries; responding to scenes; inspecting accident and/or property damage site; determining if accident was preventable and noting precautions to prevent; preparing accident reports and submitting to appropriate individuals; maintaining confidentiality and integrity of investigations; interviewing victims, witnesses, and other parties involved; collecting data and eyewitness accounts for use as evidence and in the City accident report; taking photographs and gathering evidence; ensuring evidence is protected and documented for use in court litigation and/or appearances; notifying police of accident and/or injury; cooperating with local law enforcement officers regarding accident investigations; providing information and answers as required; securing police complaint numbers; and/or, performing other related activities.

· Conducts follow-up investigations into accident and/or property damage repairs, which includes: ensuring all parties are in compliance with agreed upon conditions; preparing reports, letters, and other documents; ensuring accuracy and completeness of information; maintaining applicable records; investigating complaints; providing accurate and thorough reports and documents to support investigation conclusions; appearing in court on behalf of the City Attorney; and/or, performing other related activities.

· Transports employees with minor injuries to the City nurse or hospital and provides required assistance.

· Investigates public complaints related to vehicle accidents and damage, property damages, and personal injuries.

· Accompanies employees to work-related court appearances.

· Participates in/on a variety of meetings, committees, classes, and/or other related groups in order to receive and convey information.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D. required; and one year of previous experience and/or training involving accident investigations, data collection, interviewing or related experience.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

KNOWLEDGE AND SKILLS:

Knowledge of mathematical principles; investigative methods and procedures; applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, policies, and procedures; risk management principles; interviewing principles and practices; and, customer service principles.

Skill in reviewing, classifying, categorizing, prioritizing, and analyzing data; exercising discretion in determining data classification; conducting interviews and investigations; recognizing actual or probable interactive effects and relationships; operating, maneuvering, and controlling the actions of applicable equipment, machinery, tools, and materials; utilizing a wide variety of reference, descriptive, and/or advisory data and information; performing mathematical calculations; interpreting graphs; exercising judgment, decisiveness, and creativity in situations involving the evaluation of information against measurable or verifiable criteria; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.
PHYSICAL DEMANDS

Positions in this class typically require: walking, standing, crouching, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

Incumbents may be subjected to extreme temperatures.

SPECIAL REQUIREMENTS:

Safety Sensitive:  Y  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
Accident Investigator

2



