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JOB DESCRIPTION

	JOB TITLE:  Public Safety Dispatcher

	JOB CODE:



	DEPARTMENT:  Lincoln County Sheriff’s Office
SUPERVISOR’S TITLE:  Dispatch Captain

	FLSA STATUS:



	POSITION SUMMARY

This position requires skills in typing and in operating dispatching equipment, the ability to relay information clearly and accurately, to remain calm and think clearly in stressful situations, to deal effectively with agitated individuals, to understand and relay rambling and disconnected information in clear and concise terms to the proper personnel or agency, and to establish effective working relationships with fellow employees, supervisors, other agencies, and the public.


Nature Of Work
A 9-1-1 Dispatcher is a position which is responsible for answering calls for service from 9-1-1 and telephone lines, performing caller interrogation, prioritizing calls for service, providing emergency medical dispatch telephone procedures, creating, and maintaining Computer Aided Dispatch Records. Records and transmits appropriate call information via the public safety radio system. This position has a very high level of responsibility in relation to its impact on the safety of the community service and its citizens, businesses, and visitors. 

DUTIES AND RESPONSIBILITIES

· Receives telephone calls on 9-1-1 and administrative lines from citizens seeking assistance.
· Process and prioritize incoming calls for law enforcement, fire, ambulance, and other EMS. 
· Operate very complex technology systems including but not limited to:

· Multi-line 9-1-1 call and texting 

· Non-Emergency telephone system

· Computer Aided Dispatch (CAD) System

· Geographical/Mapping Information System (GIS)

· Records Management System (RMS) interfaced with state and federal records database.

· Multi-Channel Radio

· Must be comfortable in taking control of an emergency call, interrogating difficult callers, and using calming techniques as required.

· High demand for multi-tasking and quick decision making on requests for emergency services. Must be able to make decisions independently, without specific protocol for processing.
· Must be able to perform in a highly stressful work environment.

· Processes requests for information regarding vehicle registrations, driver’s license records in local, state, and federal crime information systems. 

· Monitors several public safety radio frequencies simultaneously.

· Provides emergency medical dispatch instructions (EMD) when necessary.

· Answers routine public safety questions and provides information to the public.

· Processes emergency automated CODE RED call system to the public
· Handles walk in clientele.
· Keep watch over video and audio jail monitors during booking procedures.
· Serves as matron as needed.
· Operates locked door system within detention.
· Performs other related duties as required.
SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Experience working in high stress, highly confidential, very fast paced, and professional environment.

· Experience working with multifaceted technologies. i.e. telephones, computers, sophisticated computer programs., etc.

· Expected to always maintain the highest level of confidentiality.

· Must be able to work variety of shifts including nights, weekends, holidays, and overtime.
· Performs assigned duties. 

· Receives and transmits messages properly, rapidly, accurately, and effectively.
· Relays appropriate information to personnel as requested rapidly and properly.
· Always maintains and exercises discretion, integrity, and confidentiality.
· Deals tactfully and effectively with citizens and their requests and complaints.
· Dispatches appropriate agencies.
· Correctly implements departmental policies and procedures.
· Remains calm in stressful situations

· Gives clear and accurate directions.
· Establishes effective working relationships with fellow employees, other departments and agencies, supervisors, and the public.
JOB SPECIFICATIONS

Education:
 
The knowledge, skills, and abilities are typically acquired through a combination of education and experience equivalent to graduation from high school. Certification from the Montana Law Enforcement Academy Public Safety Communications is required within one year of hire. Training is provided by the employer.
Experience:
· All applicants considered must sign a waiver for a full background investigation. 

· No experience is needed.

Knowledge, Skills, Abilities and Competencies:
Knowledge:

· Business English, grammar, punctuation, and spelling; word processing, and database applications.
· The operation of general office equipment such as copiers, faxes, telephones, personal computers, printers, scanners, etc.
 

Ability to:

· Operate computer programs in database management and word processing, Microsoft Office applications and others.
· Work independently with little supervision and direction.
· Type 45 net wpm
· Hear and understand normal phone conservation.

· Work with multiple computer screens.
· Deal appropriately with sensitive and/or potentially volatile situations.
· Resolve conflict and problem solve using confidentiality, discretion, patience, empathy, and professionalism.

· Understand and apply legal guidelines and regulations to varied operational requirements.
· Maintain confidentiality.
· Establish and maintain effective working relationships with co-workers, public officials, and the public.
· Communicate effectively both orally and in writing.
· Adhere to prescribed office routines, policies, procedures, and directions.
· Maintain a professional personal appearance and courteous attitude toward the public and fellow employees.
· Deal with the public in a pleasant and courteous manner

 
Skilled in:

· The use of personal computers and software related to the position.
· Dealing with the public, as well as public and private officials in a tactful, pleasant, courteous and diplomatic manner, maintain confidentiality.
WORKING ENVIRONMENT

1. Physical Demands:  

2. Visual, Hearing and Dexterity Demands:  

3. Working Conditions:  

The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.

APPROVALS:

_________________________________
                 _____________________________

    Supervisor





 Human Resources

	Origin Date:



	

	
	

	Review Dates:





         
	Revision Dates:









	
	

	
	


4

