
The DPS Director’s Office-Background Investigation Unit currently has a Departmental 
transfer opportunity for Administrative Assistant III in Carson City.  
 
This position serves as a DPS pre-employment background investigator.  Responsibilities include 
extensive review of Personal History Statement (PHS) forms to ensure completeness; accurately 
and thoroughly evaluate applicants’ specific background histories and circumstances; research 
and assess information provided by applicants, including contacts with other law enforcement 
agencies with whom the applicant may have applied; conduct applicant and reference interviews 
on the phone; verify current and past employment; exercise good judgment to obtain and 
evaluate criminal history information from various law enforcement and judicial agencies, and 
criminal history systems as part of the background investigations; identify and resolve 
conflicting information and other factors affecting the eligibility of applicants; and prepare well-
written and supported background investigation reports. This position interacts extensively with 
others (applicants and their references, employers, other law enforcement agencies, 
etc.).  Therefore, the ability to interact with others professionally and diplomatically is required. 
 
If you are interested in transferring to this position, please submit your written request to 
humanresources@dps.state.nv.us .  Written requests will be accepted until 5:00 pm, Tuesday, 
December 16, 2014.  If you have questions regarding this position please call Christy 
Staffen at 775-684-4833. 
  
When submitting a transfer request, please include the division you are presently working in, the 
geographical location and position you are applying for and your telephone number.   
  
Transfer Opportunities require the attached form to be completed when interested in a 
Transfer Opportunity. Also, please attach any documents or information you would like the 
division appointing authority to utilize for your consideration for the transfer opportunity. 
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