
 

 

Sheriff’s Office 
                    Property Room Technician/Investigative Analyst 

 

Oneida County, located in beautiful northern Wisconsin, is accepting applications to fill a Property 
Room Technician/Investigative Analyst position with the Oneida County Sheriff's Office. 

JOB DUTIES: This position will work in conjunction with the Evidence Custodian to maintain 
control and accountability for the Evidence Room.  Position will receipt, store, and control the 
physical evidence/property in the custody of the agency.  Will also assist in the investigation of 
criminal activity through collection, analysis, and administrative support pertaining to various 
forms of electronic and analog records and data.  Performs technical support tasks to assist the 
Technical Support Division. 

Candidates are not expected to have experience in job duties listed above in order to be 
considered. Oneida County provides excellent training and support to help employees 
develop the knowledge and skills needed to succeed. 

EDUCATION AND QUALIFICATIONS: Qualified candidates must possess a high school diploma 
or equivalent and two years work experience in an office as a typist, secretary, or related area OR 
have two years experience in a law enforcement agency as a corrections officer, dispatcher, law 
enforcement officer or related area OR possess an Associate’s Degree in Computer Science, 
Information Systems, Programming, or related field or Criminal Justice.  Must have ability to use 
computer and computer aided technology, prepare accurate and complete reports, and maintain 
confidentiality of investigations and evidence.  Ideal candidate will display initiative and the ability 
to work independently as well as part of a team and will possess excellent organizational, time 
management, problem solving and interpersonal skills.  Successful applicants will be required to 
pass a pre-employment drug screen, background investigation, and any other pre-employment 
testing required by the Sheriff's Office. 

WAGE AND BENEFITS: The 2026 hourly starting wage for this position is $23.57 to $26.26.  
Starting pay on the wage range based on previous education and experience.  Position includes 
a comprehensive fringe benefit package which includes affordable health insurance, Wisconsin 
Retirement System benefits, and generous PTO (Paid Time Off) with the ability to carry over 
unused PTO hours into future years. 

HOW TO APPLY: Complete job description and required Sheriff’s Office application is available 
at www.oneidacountywi.gov.  Completed application and resume or transcripts should be mailed 
to Oneida County LRES, P.O. Box 400, Rhinelander, WI 54501 or emailed to 
KLPayne@oneidacountywi.gov.  Please call 715-369-6299 with questions.  

Deadline to apply is Monday October 5, 2026 at 9:00 a.m. 

Oneida County is an Equal Opportunity Employer 

  

http://www.co.oneida.wi.us/
mailto:KLPayne@oneidacountywi.gov


 

Oneida County 

Job Description 
  

Job Title:  Property Room Technician/Investigative Analyst 

Class Title: Technical Support 

Department:  Sheriff 

Reports To:  Lead Records Specialist 

FLSA Status:  Nonexempt 

Wage Schedule:   Non-Exempt, Grade H 

Job Code:             4537 

Prepared By:  Sheriff Grady Hartman 

Prepared Date:  July 2026 

Approved By:  Jennifer Lueneburg 

Approved Date:  July 2026 

Reviewed Date: July 2026 

 

Time Allocation: 40% Evidence Room   40% Analyst 20% Support Services 

  

SUMMARY  
 

The Property Room Technician/Investigative Analyst is assigned to the Support Services Division. The 

Property Room Technician/Investigative Analyst will work in conjunction with the Evidence Custodian to 

maintain control and accountability for the Evidence room.  They will be responsible to receipt, store, and 

control the physical evidence/property in the custody of the agency.  They will perform these duties in 

accordance with State Statues, agency rules, policy and procedures, employee handbook, and standard 

operating policy to insure integrity and control of property and evidence.   

 

The Property Room Technician/Investigative Analyst will assist law enforcement personnel in the 

investigation of criminal activity through collection, analysis, and administrative support pertaining to 

various forms of electronic and analog records and data.   

 

The Property Room Technician/Investigative Analyst will also perform a variety of technical support tasks 

to assist the Technical Support Division.   

 

The Lead Records Specialist will provide direct supervision with the Office Administrator providing overall 

supervision. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  

 

Receives, documents, stores, and ensures proper custody and control of physical evidence/property in the 

custody of the Sheriff's Office. 

 

Determines the appropriate storage location to ensure the security and integrity of the evidence: refrigerator, 

freezer, main property room, storage facility, etc.   

 

Maintains manual and computerized records including evidence custody documents, chain of custody 

documents, property receipts, property control files, and related reports. 

 

Performs investigative analysis to include: 

o Financial records 
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o Cellular technology (phone) records 

o Geospatial location data 

o Various other electronic records 

 

Builds informative products and constructs legal reports to document and communicate information 

ascertained from aforementioned analysis. 

Provides administrative support and assistance to criminal investigators in drafting and submitting warrants, 

subpoenas, or other court orders. 

Prepares evidence and exhibits for court.   

 

Testifies in state and federal court, when required, concerning chain of custody and prepared exhibits.   

 

Communicates thoughts in an organized, knowledgeable, clear and understandable manner.   

 

Maintains confident, objective and professional demeanor in the presence of the court and jury.   

 

Independently manages the property room(s) and property storage areas; arranges the storage and return of 

evidence and/or recovered stolen, found, or abandoned property; reviews case status and coordinates the 

proper release of evidence and property to rightful owners where appropriate. 

 

Prepares unreturnable items for disposal in a manner prescribed by agency policies and procedures, court 

orders, federal laws, and state statutes. 

 

Responsible to inspect, order, maintain, stock agency equipment/supplies (within budgetary limitations) that 

are used for processing evidence or crime scenes. 

 

Operates a wide variety of computer hardware and software systems.  Enters and maintains all information 

(some being confidential) received, as required and directed, into the Records Management System (RMS). 

 

Performs all Crime Information Bureau (CIB), National Crime Information Center (NCIC), and Alcohol, 

Tobacco, Firearms (ATF) transactions as required and in accordance with state and federal regulations. 

 

 

 

Performs public service desk duties such as answering telephones, screening calls, greeting visitors, and 

checking visitor identification for security conformance. Respond to inquiries about Oneida County and 

Sheriff’s Office services.  Forwards calls and directs persons to appropriate personnel or agency. 

 

Assists Technical Support Staff with open records request by compiling digital data requested to include 

squad videos and recorded interviews. 

 

Other duties as assigned. 

 

QUALIFICATIONS    
 

Working knowledge of Federal/State laws regarding search and seizure of physical evidence. 
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Working knowledge of handling of biohazard materials. 

 

Working knowledge of DNA and the procedures and techniques used to collect and preserve DNA evidence.   

 

Ability to use computers and computer aided technology (software/hardware/peripheral items). 

 

Ability to prepare accurate and complete reports. 

 

Ability to maintain confidentiality of investigations and corresponding involved evidence. 

 

Must have initiative and the ability to work independently, as well as part of a team. 

 

Must possess skills related to organization, flexibility, time management, and problem solving. 

 

Ability to develop and maintain working relationships with agency personnel, other law enforcement and 

government agencies, crime labs, and the District Attorney's Office. 

 

EDUCATION and/or EXPERIENCE 

 

High school diploma and two years work experience in an office as a typist, secretary, or related area OR 

two years work experience in a law enforcement agency as a corrections officer, dispatcher, law enforcement 

officer or related area. 

 

OR  

 

Associates degree in Computer Science, Information Systems/Programming/related field or Criminal Justice. 

 

LANGUAGE SKILLS  
Must possess above average oral and written communication skills. 

 

MATHEMATICAL SKILLS 

 

Good basic mathematical skills. 

  

REASONING ABILITY 

 

Must have the ability to evaluate situations, based on training/experience and policy/procedures, and make 

good decisions.  

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 

Maintain required certifications for CIB/TIME system. 

Valid Wisconsin Driver’s License with no operating privilege restrictions.   

 

PHYSICAL DEMANDS   
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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 may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Low and medium lifting, low carrying, and low pushing/pulling, climbing, reaching, stretching, bending and 

crawling may be required.  Required in unusual or non-routine situations would include kneeling and 

crouching. 

 


