CLASS TITLE			CIVILIAN DISPATCHER





SPECIAL NOTE:	This class of Civilian Dispatcher is common to several public safety positions where the duties are of similar complexity and responsibility, but where actual work tasks vary among functions actually being performed.  Duties are descriptive rather than restrictive, and not all duties are performed by all members of the class.





EXAMPLES OF DUTIES





1.	Performs responsible communications and clerical work, operating a communications desk, dispatching public safety vehicles, maintaining a log of messages received and sent.





2.	Answers incoming calls to department, transfers callers, as necessary, provides answers to questions raised.





3.	Transmits service calls via radio transmitter to mobile units, providing all specific information available.





4.	Keeps abreast of state and local public safety laws and regulations, and other pertinent information in order to be of assistance to the public in rendering proper referrals.





5.	Checks communications equipment intermittently, including alarm boards, radios, mutual aid circuits, alarm panel and ancillary equipment to assure of good working order.





6.	Reports and records movement of public safety vehicles and apparatus whether responding to, standing by or returning from emergency calls.





7.	Participates in civil defense exercises, notifying civil defense director; monitors TV surveillance of areas covered.





8.	Receives and routes complaint calls to proper public safety officer(s).





9.	Participates in training, developing competency in all phases of dispatching, including the operation of computer aided dispatch system.





10.	Operates a number of pieces of office equipment, including radios, typewriter, computer and other office machines.





11.	Performs other related duties of the class, as required.











FACTORS





A.	KNOWLEDGE, SKILLS AND ABILITIES





1.	Working knowledge of and skill in operating radio communications equipment.





2.	Working knowledge of the geography of the community and its street system.





3.	Ability to think and act quickly and calmly under emergency conditions.





4.	Ability to speak clearly in a well-modulated manner.





5.	Ability to receive, understand and follow oral and written communications accurately.





6.	Ability to attend to a number of details occurring simultaneously, and to do so with accuracy.





7.	Ability to operate a number of pieces of office equipment, including radios, typewriter and computer.





8.	Skill in the use of office machines.





9.	Ability to apply business English, spelling and grammar effectively and accurately.





 B.	EXPERIENCE





	Incumbent need not have had any prior work experience in this area of activity.  However, prior experience with radio transmitters and/or reporting information with accuracy is desirable.  Incumbent must be able to demonstrate possession of needed knowledge and skills.





C.	SUPERVISORY CONTROLS





	Incumbent works under the general supervision of the public safety officer, to whom he/she must refer issues and circumstances that call for special inputs and responses.  In any event, incumbent refers to supervisor any matters for which he/she does not have a ready response.  Guidelines in the form of departmental orders and procedures, applicable laws and regulations and other written and oral guidance must be observed and followed.











D.	 COMPLEXITY OF WORK





	The complexity of this work is in the number of details which may be handled quickly and with accuracy, each of which may have a significant impact on lives of persons and on property.  Simultaneous communications are a special problem, each of which demands the personal attention of the incumbent at time of occurrence.





E.	NATURE AND PURPOSE OF PERSONAL CONTACTS





	Most contacts are with public safety officers for the purpose of sending and receiving radio communications.  These contact include officers at the station from whom work advice and direction is sought.  Other contacts are with members of the general public both by phone and in person, seeking assistance or in-formation or both.  Other contacts are likely to be with utility representatives, seeking information relating to damages to distribution systems and asking for information relative to given  emergencies.





F.	PHYSICAL DEMANDS/STRESS AND WORK ENVIRONMENT





	Physical demands are likely to be minimal, as work is per-formed at a desk or console.  However, work can be stressful particularly when incumbent is required to respond to a number of emergency situations at the same time or within brief intervals.  Noise is likely to be present, particularly when a number of pieces of communications equipment are in use at the same time.  Incumbent is required to be alert at all times.  The work environment is apt to be a busy one in terms of a number of events happening constantly which may impact on incumbent's work.





G.	SUPERVISION AND MANAGEMENT EXERCISED





	Incumbent does not normally supervise others.





H.	SUGGESTED TRAINING AND EXPERIENCE





	A candidate for this class of positions must be a high school graduate and must have successfully completed training in typing and computer operation.  No prior work experience is required, but candidate must be in general good health, especially in reaction to stressful situations.  Applicant must be prepared to demonstrate possession of the required knowledge, skills and abilities to perform this work. 
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