CITY OF EULESS
JOB DESCRIPTION
JOB TITLE:  Public Safety Dispatcher



JOB CODE:  21.00
DEPARTMENT: Police





STATUS: Non-exempt
REPORTS TO:  Lead Dispatcher/Communications Supervisor
CIVIL SERVICE: Yes



    Sergeant/Lieutenant
JOB SUMMARY:

Receives, coordinates, and disseminates information under stressful situations utilizing telecommunications systems.
JOB SCOPE:   
Provides emergency and non-emergency telecommunications.
Principal Duties and Responsibilities:
· DISPATCHES emergency and non-emergency public service personnel.
· RECEIVES requests for pulbic service assistance.

· RECEIVES incoming telephone calls.

· MAINTAINS communication with other governmental agencies.

· COMPLETES reports.

· ENTERS, MODIFIES, CANCELS, and RETRIEVES data on computer.

· UPDATES files.

· MONITORS weather conditions.
· ACTIVATES civil defense sirens when necessary.

· PERFORMS general housekeeping and maintenance of the communications center and equipment.

· MONITORS and RESPONDS to all communication devices.

· MAINTAINS data logs.

· TRAINS other communications personnel when required.

· MONITORS the closing and opening of streets and the turning on and off water throughout the city; RELAYS information to proper authority.

· PERFORMS other duties as assigned by an appropriate authority.

MINIMUM REQUIREMENTS:

Must be 18 years of age with a high school education or the equivalent. 
Must have no prior convictions of any felony. 
Must have no misdemeanor convictions of grade A or B within the past ten years.

Must be able to pass a detailed background investigation and a polygraph examination.

Must be able to pass a psychological examination. 
Must be available to work shifts and be available for emergency callout 24 hours a day. 
Must be able to pass entrance exam.

Must be able to hear, with or without assistance, at a level sufficient to communicate effectively with others and by telphone or other communication device.

KNOWLEDGE AND SKILLS
Must be able to type 40 wpm.  
Must be able to write, speak and understand the English language and performs all duties under stressful conditions.  
Must be able to communicate clearly in English and be understood by others.  
SIGNATURES:
____________________
____________________
____________________

Employee Signature

Supervisor Signature

Director Supervisor

Date: _______________
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