POSITION DESCRIPTION
WEST CENTRAL EMERGENCY TELEPHONE SYSTEMS BOARD



POSITION:			Public Safety Telecommunicator I

WORK SCHEDULE:	As assigned			

DATE WRITTEN:  		April 2016			STATUS:  Full-time

DATE REVISED:      	April 2016
				
REPORTS TO:  		Public Safety Communication Center Supervisor

SUMMARY;

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The West Central Emergency Telephone Systems Board (“ETSB”) provides reasonable accommodations to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship to the ETSB.

Incumbent serves as Telecommunicator for the West Central Public Safety Dispatch Center (WCPSD) and West Central 9-1-1, responsible for monitoring radio-telephone messages concerning law enforcement, fire and medical emergencies, responding to citizen calls, and performing emergency medical dispatching.

ESSENTIAL DUTIES:

Receives and responds to routine and emergency calls and dispatches communications by means of telecommunication, computer, and radio equipment during the assigned shift. 

Answers the telephone for emergency and non-emergency calls; refers callers to appropriate agencies; provides general information to the public; assists walk-up visitors to Law Enforcement Department(s) after hours. 

Obtains, interprets, classifies, and prioritizes pertinent information regarding complaints, reports, and inquiries from the general public by telephone and/or at the Law Enforcement public lobby. 

Inputs calls-for-service into the Computer Aided Dispatch (CAD) System; updates the system with status of Law Enforcement, EMS, and Fire units and records activities during calls; issues report/incident numbers to requesting field units. 



Assigns calls to Law Enforcement, EMS, and Fire units and dispatches units as necessary; monitors status of Law Enforcement, EMS, and Fire units using multiple radio channels, video terminals, and telephone equipment. 

Provides information to Law Enforcement, EMS, and Fire personnel expeditiously; interprets and/or clarifies coded responses from various systems for Law Enforcement, EMS, and Fire personnel; contacts other agencies to coordinate public safety and/or mutual aid operations. 

Provides pre-arrival instructions to citizens who report medical emergencies using established Emergency Medical Dispatch (EMD) protocol. 

Inputs information into and researches systems, manuals, maps and other source documents, including, but not limited to, the Records Management System (RMS), Law Enforcement Agencies Data System (LEADS), and National Crime Information Center (NCIC); provides information to other employees and the public in accordance with prescribed policies and regulations. 

Assembles, codes, compiles, records and summarizes a variety of Law Enforcement record data and documents; updates information sources; distributes data and documents to appropriate personnel. 

Operates and maintains a variety of communications equipment including radio consoles, data communication terminals, telephones systems; maintains workstation area and Communications Center; reports equipment malfunctions as needed. 

Operates computer terminals and printers to type, enter, modify and retrieve a wide variety of reports and records, memoranda, letters and other material. 

Attends meetings, seminars, and training; makes public presentations as required; performs special projects and assignments; acts as liaison with courts, criminal justice, community, business, and educational agencies; contacts and cooperates with all agencies in matters relating to each agencies. 

Seeks to maintain a high level of morale and motivation within the department.  Ensures all personnel operate as a team in the performance of their duties.  Encourages cooperation and support among all of the employees of the center.

Attends prescribed in-service, conferences, or other training programs for certification/recertification in dispatch areas. 

Maintains confidentiality and security of department information and records.



  
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:

High school diploma or GED.  College degree preferred.

Meet all hiring requirements, including passage of a pre-employment and random drug testing.

Possession of, or the ability to obtain, required certifications and/or trainings (including but not limited to LEADS and NCIC computer systems, Emergency Medical and Fire Dispatch training and CPR).  

Skill in typing information into a computer using letter/number combinations quickly and accurately.  

Thorough knowledge of and ability to make practical application of the customary practices, procedures, rules and regulations of the Department.

Practical knowledge of area law enforcement, EMS and fire demands, and ability to effectively perform the essential duties of the position, including sitting for long periods with little or no opportunity for breaks during shift.

Knowledge of radio frequencies, codes, procedures and limitations.

Knowledge of community geography and emergency responder’s jurisdiction/boundaries.

Working knowledge of standard English grammar, spelling, and punctuation, and ability to prepare/complete all required reports within department deadlines.

Ability to:

· Handle a high degree of stress.  

· Listen to a caller, type information into computer about the call and respond to radio simultaneously.  

· Think clearly, speak audibly and distinctly, make decisions quickly and take effective action in emergency situations.  

· Establish and maintain effective working relationships with the general public and other employees.  

· Comply with all employer/department personnel policies and work rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct.

· Provide public access to or maintain confidentiality of department information/records according to state and ETSB requirements.

· Obtain and apply knowledge of applicable local, state, and federal laws, codes, ordinances, and accepted Law Enforcement procedures.

· [bookmark: _GoBack]Deal swiftly, rationally, and decisively with distressed or potentially violent individuals in precarious situations over the phone, and take authoritative action applying appropriate discretion and standard practices.

· Effectively communicate orally and in writing, including being sensitive to professional ethics, gender, cultural diversities, and disabilities.

· Speak clearly and distinctly, hear and be heard and understood when communicating in person, by radio, or by telephone.

· Obey all written and oral orders and directives from department supervisors, and appropriately respond to constructive criticism.

· Work alone with minimum supervision and with others in a team environment, and maintain appropriate, respectful interrelationships with co-workers.

· Work on several tasks at the same time, and work rapidly for long periods, often under time pressure.

Competently serve the public with diplomacy and respect, including occasional encounters with irate/hostile persons.

Testify in court proceedings as required.

Work extended and irregular hours, evenings, weekends and holidays as assigned, and occasionally travel out of town for training, sometimes overnight. 


II.  RESPONSIBILITY:

Incumbent is responsible for authoritatively interpreting and applying well-established policies and procedures to a variety of unrelated cases and circumstances which may impact the safety and welfare of the public.  Incumbent discusses unusual situations with supervisors as needed.  Incumbent's work is primarily reviewed for compliance with legal requirements and attainment of objectives.  






III.  GENERAL REQUIREMENTS:

Initial and random drug testing can be requested.

Must maintain high level of confidentiality. 

Probation period of one year after hire date.

Must successfully complete EMD and APCO Telecommunicator I before release from probation.

WCPSD/Telecommunicator
