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JOB DESCRIPTION 
 

Job Title: Digital Media Viewer 
 
Job Family: Business Support Role Profile Title: BB3 Police Staff 

 
Reports To: Digital Media Viewer 
Supervisor 

Band level: 3F 
  

Staff Responsibilities (direct line management of): Nil 
 

 
a. OVERALL PURPOSE OF THE ROLE: Defines the role, put simply, why it exists.   

The overall purpose of the role is to: provide capacity and dedicated resource to Major 
Crime incident rooms to support homicide investigations. View, assess and report back on 
digital evidence downloads (content such as videos, audio, media in various forms). Work to 
the digital strategy set by the SIO and implemented by the Digital Media Investigator (DMI). 
Work closely with other key roles within the incident room, such as the analyst, exhibits officer 
and receiver.  

 
b. KEY ACCOUNTABILITY AREAS: Define the important aspect of the role for which the 
job holder is responsible for results or outcomes.  

The key result areas in the role are as follows:  

1. Implement and deliver the digital strategy of the SIO and DMI by reviewing digital media 
product utilising available technology and preparing accurate summaries of material found.  

2. Review material found on digital devices, making quick assessments with attention to detail. 
These devices will have been seized or voluntarily taken as part of Major Crime homicide 
investigations and the material found is likely to be highly relevant to the successful 
prosecution of offenders and meeting disclosure obligations.  

3. Ensure appropriate continuity of digital devices (together with the Principle Exhibits Officer) 
through accurate documentation, handling and ownership of key exhibits. Maintaining 
effective records in respect of movement and analysis to ensure integrity of evidential 
material. 

4. Provide statements and give evidence in court where necessary in relation to processes 
followed, continuity of exhibits and content of recovered evidence. 

5. Attend briefings and be able to provide clear overview and progress reports in respect of 
digital evidence – current summary, timescale for expected completion of work, relevance and 
prioritisation of evidence recovery. 

6. Assist the DMI in the updating and overview of the Digital Media Strategy document, by 
inputting latest results and progress in order to inform the direction and decision making of 
others within the incident room. 
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c. DIMENSIONS: Include matters as key result areas that make the greatest demands 
on the role holder, seasonal pressures, items processed, the number of customers 
and/or level of authority to make financial decisions or commit other resources.  

Further Comments: 

The employee will on occasion review material of disturbing and distressing nature. Support 
will be provided but the nature of the work within Major Crime does mean that this material is 
likely to be present. 

 
d. CHARACTERISTICS OF THE ROLE 
Expertise: Concerned with the level of administrative, professional and/or technical 
expertise (knowledge and skills) needed to perform the role effectively; may be acquired 
through experience, specialised training, and/or professional or specialist education and 
training. 

The knowledge or skills required in the role are as follows (essential or desirable): E/D 

1. Ability to undertake sensitive high profile enquiries with limited supervision and 
therefore exhibit high standards of integrity and professionalism. E 

2. Proven experience of producing detailed and accurate reports within tight timescales. 
Effective problem-solving skills. E 

3. Effective communication skills including listening viewing and written skills. Ability to 
work jointly with analysts, exhibits officer, DMI, SIO and other departments. 

E 

4. Ability to demonstrate flexibility. Willingness to work extended hours, unsociable 
hours and weekends to meet the demands of the investigation/organisation. Ability to 
travel force wide if operational necessity requires (must hold full and valid driving 
license). 

E 

5. IT literate, knowledge of computer software applications, including a working 
knowledge of databases, operating systems, basic network technologies, internet 
technologies, spreadsheets and word processing. Knowledge and experience of a wide 
range of computer hardware, software, digital devices and applications contained within. 

E 

6. Ability to recognize sensitive information and maintain discretion and confidentiality. 
Maintain a high degree of integrity and trust when dealing with sensitive and 
government security marker information. 

E 

7. Ability to prioritise workload and meet deadlines, working under pressure and 
adapting response where necessary. and interpersonal skills. E 

8. Willingness to learn and keep up to date with technologies, capabilities, relevant 
legislation and guidance, with proven participation in continued professional 
development. 

E 

 
 
 


