Emergency Services Dispatcher—Entry Level

City of Oak Creek


Class Title: Emergency Services Dispatcher – Entry Level 
Job Code Number:  

Department: Police 
Grade Number:  

Division: Administrative 
Non-Union 
Location: Police Station


Summary Description
Public Safety Dispatcher-In-Training is the entry and trainee level in the public safety dispatcher series. Under close supervision, incumbents are trained in dispatching techniques, equipment and protocols. Work assignments change frequently in order to facilitate training. Employees are subject to daily and weekly observation reports until they demonstrate the ability to perform independently. This classification is distinguished from the higher level Public Safety Dispatcher in that the latter is the fully trained, journey level classification in the series.
Major Duties/Essential Functions
Participate in Oak Creek and St Francis Police Dispatch training (approximately the first 90 days).

Participate in Oak Creek and St Francis Fire Dispatch training (approximately an additional 20 days, training conducted after Police training is finished).

Obtain the ability to give pre-arrival medical instructions.

Receive CPR certification.

Attend and complete basic and advanced TIME System Certifications.

Attend and complete in house training for Verbal Judo and Excited Delirium.

Attend and complete required ICS training (ICS-100, NIMS IS 700, and IS 907).

Complete notary exam to become a Notary Public. 

Minor Duties/Responsibilities
Confers with supervisor on a regular basis, discussing work processes, incidents, problems and plans and receiving advice, counseling and instruction.

Enters or cancels warrant information in the Crime Information Bureau files via the computer link terminal.

Initiates calls to off-duty officers in the absence of a supervisor or when directed to do so by a supervisor when additional manpower is required and call-ins are directed.

Monitors such alarms as may be required; works at the front desk as may be required. Operates Civil Defense Warning System.

Cross trains with clerk matrons and performs other communication, clerical, support duties as may be assigned.

Responsible for notification to other City departments of any violations of City ordinances or regulations not in the primary area of responsibility of this position.

Maintains dispatch center work area and equipment in clean and working condition.

Performs other such duties as required.

Supervision/Accountability
Directly accountable to the shift commander on duty, overall accountability to the Dispatch Manager or his/her designee. No supervisory responsibility.

Knowledge
Knowledge of Federal Communications regulations governing law enforcement communications, acquired on the job; knowledge of policies, procedures, practices and techniques of law enforcement communication, acquired on the job; working knowledge of traffic ordinances, City Code, and other laws pertinent to law enforcement; intermediate to advanced knowledge of two-way radio communications and the ability to answer multiple incoming emergency and non-emergency telephone calls; knowledge of City geography; knowledge of office practice and procedures. General working knowledge of microcomputers, computer-aided dispatch, Windows and word processing. Some knowledge of law enforcement acquired on the job.

Skill/Ability
Ability to function in a sustained stress environment with the ability to interpret and prioritize incoming and outgoing information by radio, phone, verbal or written communication. Ability to monitor several conversations at the same time and retain key information relative to the conversations. The ability to project and enunciate verbal communication clearly over the phone and radio without a discernible accent. Ability to type accurately on both word processors and typewriters. Clerical skills to interpret, record, decipher, and report emergency and non-emergency information from both paper and electronic record keeping systems. Ability to establish and maintain an effective working relationship with staff members and public officials, and ability to deal with the public in a courteous and professional manner. Ability to read maps and give accurate directions to staff members and the general public. Ability to read and interpret manuals, ordinances and regulations. Ability to communicate effectively with the public, citizens and employees on matters requiring discretion and knowledge. The ability to accept responsibility, to make decisions and to effectively prioritize work. Ability to speak and understand the English language fluently and use proper grammar, punctuation and spelling. Performing responsible dispatching and clerical work requiring independent judgment with speed and accuracy; learning, interpreting, and applying organizational policies, laws, rules and regulations, taking responsibility for the compilation and organization of reports; word processor typing accurately from a clear copy or from dictation equipment at a speed of 35 words per minute; making arithmetic calculations with speed and accuracy; Ability to research and obtain pertinent information through various resources. Considerable ability and proficiency with computer equipment to process, access, retrieve, or input information using word processing and other standardized software common to the work unit or as assigned. Ability to research and obtain pertinent information through various resources. Ability to understand and apply principles of computer input and output capabilities.

Education/Experience
Any combination equivalent to education and experience that provides the required knowledge and skills is qualifying. Must possess a minimum of a high school diploma or G.E.D. equivalent.  

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is required to sit, talk and hear. The employee is required to use hands to type, finger, handle, or feel objects, tools, or controls; and reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus. The employee is required to hear and respond to telephone conversations without the aid of hearing equipment.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually noisy. This work, except for situations created by manmade and natural disasters and civil disturbance emergencies where mobile or field command/communication posts are utilized, is performed in a communications center where multiple types and pieces of telecommunication equipment are in constant operation. Work may be stressful, and demands physical and mental stamina necessary to work long hours under high stress in emergencies.

Tools and Equipment Used
The ability to use the tools and equipment listed below is essential to perform the functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Communications switchboard, including computer-aided systems; personal computer including word processing software; copy machine; fax machine; radio.

License/Certifications
Possession of a valid Wisconsin Motor vehicle operator’s license preferred. Certification or the capacity to meet certification requirements as a TIME system operator and any other minimum standards set by the Wisconsin Department of Justice, Division of Training and Standards, as applicable to Emergency Service Dispatchers. Loss of certification may be cause for demotion or termination.

Selection Guidelines
The hiring process is approved by the City Administrator under the City hiring policy and includes, but is not limited to the completion of a formal application, the rating and verification of education and experience; oral interviews; a background investigation and a physical exam. Job related tests may be required as determined by the City.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

Approval: ________________________


Approval: ______________________________

ADVANCE \d0Supervisor








City Administrator


Revision History:

Page 1

