
Job Description

Dispatcher

Backqround

Reports to. Sergeant

Supervlse None John P. Hanifan

Wage Sca/e: Ds

Exempt Non-Exempt 6nat is, can be paid overtime)

Union Affiliation
(mark one):

Function
Receives and transmits all incoming emergency and non-emergency telephone and radio
messages to appropriate public safety personnel

Kev Responsibilities and Duties
Receives and responds to emergency and non-emergency calls including enhanced 911,
and non-emergency calls from the public, dispatchers, and law enforcement agencies via
telephone and radio systems and computer-aided dispatch (CAD) systems
Processes and evaluates information received, prioritizes calls and dispatches required
units and/or agencies
Monitors and coordinates police unit activity and assignments via police radio frequencies;
Maintains status and locations of public safety personnel
Utilizes technology such as computers, radio systems, telephones, fax machines and other
com munication equipment
Creates and maintains automated or manual logs of public safety communications activity
Accesses and enters sensitive data in local/state/national databases as necessary for
investigative purposes
Enters and maintains files for persons or property pending apprehension/recovery
Maintains appropriate security and confidentiality of information created or encountered in
the performance of assigned duties
Keeps informed of departmental regulations, policies and procedures
Perform other related work as necessary

Necessarv Qualifications
A qualified candidate will demonstrate the following skills and background.

Considerable knowledge of counseling, the legal system, crisis management, and social service
agencies that can provide assistance to the public

- Ability to exercise good judgment in determining appropriate courses of action under pressure
A valid Michigan Driver's License or the ability to obtain one within a six month time period
Must have a good driving record (points will be reviewed, convictions unacceptable)
No felony convictions or certain misdemeanor convictions
High school education or higher
One year of police or fire dispatch is preferred
Ability to maintain and prepare accurate records
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Ability to conduct several functions as once (for example write or key information, listen to caller, and
monitor phone lines)
Strong computer skills including proficiency with word processing and spreadsheet applications,
email, and CLEMIS
Exhibits an ability to establish and maintain effective working relationships with fellow employees
Ability to clearly express oneself in speech and writing
Free from mental or emotional instabilities that may tend to impair efficient performance of a
communication operator's duties or which might endanger the lives of others or operators

Physical Demands & Work Environment
The physical demands and work environment characteristics described here are representative
of those an employee encounters while performing the essential functions of the job.
Reasonable accommodations may be made to enable individuals with disabilities to peÍorm
essential job functions.

While performing the duties of this job, the employee rnust be able to withstand considerable
sitting and work a variety of shift hours while performing the duties of this job. The employee is
regularly required to talk and hear and frequently uses hands to finger, handle or feel objects,
tools, or controls; reach with hands and arms. Employees must regularly lift and or move up to
25 pounds. Specific vision abilities required include close vision, distance vision, color vision,
peripheral vision, depth perception, and the ability to adjust focus.

The dispatch center operates in a normal office setting. The noise level in the work environment
is usually moderate.The dispatch center is a 24-hour operation. Work schedules include nights,
weekends, holidays and unanticipated overtime. Dispatch staff is required to work a flexible
schedule.
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