
PLEASANTVILLE PUBLIC SCHOOLS 
PLEASANTVILLE, NEW JERSEY 

JOB DESCRIPTION 
 

Central Office Support         Non-Certified 
 
TITLE: Investigator/Training Officer 
 
QUALIFICATIONS: 
 

1. High School Diploma or equivalent, Valid NJ Driver’s License. 
2. Minimum Experience as determine by the Board of Education, including the following 

abilities;  
3. Minimum of twelve years of work experience in the performance of fact-finding analysis 

and investigative research and reporting work in law enforcement. 
4. Investigative fraud techniques 
5. Ten years minimum of law enforcement experience conducting internal investigation of 

alleged fraud, and abuse in a pubic entity. 
6. Required criminal history background check and proof of U.S. citizenship or legal 

resident alien status.  
7. Strong problem - solving skills and ability to communicate. 
8. Current residency in New Jersey, approved residency waiver or candidate agrees to 

obtain residency within one year of employment. 
9. Minimum five years working with youth 

 

JOB GOAL: 

To provide leadership in the area of investigations dealing with complex or sensitive potentially 
criminal and /or noncriminal cases. To assist with investigations involving allegations of 
misconduct, waste, fraud, and inefficiency within the Pleasantville Board of Education by 
employees, contractors and others seeking to do business with the Pleasantville Board of 
Education. 
 
PERFORMANCE RESPONSIBILITIES:  

1. Interview complainants, witnesses, and employees to gather facts in order to 
investigate cases of alleged misconduct and violations of PPS policy and/or the law 
by Pleasantville Public Schools of Education employees, vendors, etc. 

2. Conducts site visits to inspect and collect physical evidence. Conducts surveillance 
to observe acts of misconduct. Obtains documentary and other evidence through 
written requests and subpoenas 

3. Examines and analyzes a variety of work records and related documents 

4. Prepares well-written reports of investigation activities conducted. 

5. Testifies in court and hearings. 

6. Updates and maintains caseload and case files. 

7. Collaborate with and assist other investigative staff to conduct criminal, large-scale, 
and complex investigations. 

8. Performs additional ad hoc duties as assigned by the Superintendent of School 
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Knowledge and Skills: 

1. Refined judgment with the ability to manage highly sensitive and confidential information. 

2. Strong skills in the areas of conflict resolution, problem solving techniques, interviewing, 
and investigation. 

3. Exceptional analytical and critical thinking skills demonstrated by the ability to analyze 
information and facilitate resolution of difficult challenges. 

4. Demonstrated superior ability to write concise, logical and analytical reports to convey 
complex issues. 

5. Demonstrated ability to prioritize tasks, manage multiple deadlines, and work 
independently while maintaining high levels of organization. 

6. Strong interpersonal skills and the ability to work with diverse constituents, including 
children, parents, faculty, staff and law enforcement. 

7. Ability to work with a wide range of constituencies with diplomacy and tact 

8. Conduct thorough investigations. 

9. Develop security training schedule 

10. Conduct security training and ensure its full implementation  

11. Maintains a high level of professional competency through participation in workshops, 

seminars, meetings and other appropriate activities.  

12. Performs related duties as assigned 

 

Terms of Employment:  Salary and work year to be determined by the board of Education 

 

Annual Evaluation:  Performance of this job will be evaluated annually in accordance with NJ State Law and  

   The provisions of the board’s policy on evaluations. 

 

 
BOE approved: 07/13/2021 
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Legal References:  
 
N.J.S.A. 18A:6-7.1  Criminal history record 
N.J.S.A. 18A:16-1  Officers and employees in general 
N.J.S.A. 18A:16-2  Physical examinations; requirement 
N.J.A.C. 6A:16-5.1  School safety and security plans 
N.J.A.C. 6A:16-5.3  Incident reporting of violence, vandalism, and alcohol and other drug abuse 
N.J.A.C. 6A:16-11  Reporting potentially missing or abused children 
N.J.A.C. 6A:32-6   School employee physical examinations 
8 U.S.C.A. 1100 et seq.  Immigration Reform and Control Act of 1986 
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