Job Title:  POLICE DISPATCHER
Salary Range:
Job Group Classification VI – Schedule C: $36,000 - $75,000
Department:
Police

Summary:

Processes incoming phone calls from the public from emergency and non-emergency lines. Prioritizes decisions regarding the dispatch of fire, police and EMS units.  Utilizes CJIS, ATS/ACS, RMS and other computer systems to enter and to retrieve information, as needed. Performs other dispatch related duties as assigned by the Chief of Police or his designee
Duties and Responsibilities:

Answers incoming emergency calls professionally and accurately.

Answers incoming non-emergency calls courteously, assisting in any way possible, and efficiently directing the caller to the proper support agency.

Monitor and answer radio calls quickly, always keeping vigilance of any and all transmissions to ensure the safety of all users of our systems.

Dispatch field units properly and with all necessary information.

Initiate computer entries for all calls received.
Maintain constant vigilance of the control desk equipment, reporting all malfunctions and issues to the Supervisor who will in turn arrange for repairs and/or replacement.

Remain in constant readiness and alertness so as to immediately respond to all emergency situations.

Prevent unauthorized persons from entering the communications center and building.

Maintain continual neatness of the desk area.
Complete reports neatly, accurately and completely, without delay.

Handle civilian walk-ins to the communications center lobby.

Perform other duties as assigned by superior officers.
