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JOB DESCRIPTION
Public Safety Dispatcher I

	Sumner County
	9-1-1 Emergency Communications




POSITION SUMMARY
Salary Level: 7

Under the general supervision of the Watch Supervisor, the Public Safety Dispatcher I performs specialized work in receiving emergency calls for service and dispatching the appropriate police, fire, EMS, or Emergency Management agencies to the incident scene.  Using highly technical computer aided dispatch systems (CAD) and multi-channel radio/paging consoles, Public Safety Dispatcher I’s must act quickly, efficiently, calmly, and accurately to process incoming emergency calls and dispatch and coordinate emergency responder resources.  Public Safety Dispatcher I’s are expected to observe all local, state, and federal laws as well as established policies and guidelines that direct them in meeting department goals.

ESSENTIAL FUNCTIONS
· Using multi-line telephones, answers emergency and non-emergency calls for service via landline telephone and wireless devices
· Analyzes and verifies information provided by telephone company computer databases
· Processes calls to determine the incident location, nature of the incident, and other information pertinent to the appropriate and safe response to the emergency.
· Questions callers regarding the nature and severity of incidents
· Manages callers; calms and controls callers, communicates with special needs callers, and communications with callers from diverse demographic backgrounds
· Uses text-telephones to communicate with communications impaired callers
· Reads maps and uses Geographical Information Systems, printed maps, and other resources to pinpoint the exact location of the incident, the callers, and responders
· Provides instructions to the caller to help guard their safety as well as others at the scene.
· Provides instructions to the caller to render medical aid to the sick and injured until the arrival of EMS.
· Appropriately transfers or routes calls for service in outside jurisdictions to the appropriate PSAP.
· Enters information into the computer system to generate calls for service
· Determines appropriate emergency response jurisdictions
· Determines appropriate emergency response type
· Monitors and tracks the status of responders; keeps on-call lists current
· Dispatches the appropriate police, fire, EMS, and Emergency Management agencies using telephones, paging systems, and radio consoles
· Coordinates the response of multiple agencies
· Coordinates the communications between response agencies
· Documents incident information using CAD.
· Monitors the status of on-scene responders and dispatches additional resources or support services as needed.
· Monitors multi-channel radio consoles for incoming radio messages
· Monitors the teletype network for messages and hit confirmation requests
· Sends messages via the teletype network
· Conducts DMV inquiries using the KCJIS computer system
· Conducts Wants/Warrant inquiries individuals, vehicles, property, and other items thru the NCIC/Kansas Hot Files Database
· Makes entries, modifications, cancellations, and clearances of files thru the NCIC/Kansas Hot Files Database
· Conducts Criminal History background checks on individuals as required
· Confirms arrest warrants
· Performs responder safety checks as required by guidelines
· Monitors weather conditions for inclement weather; notifies appropriate authorities and public safety agencies when severe weather occurs
· Monitors teletype network for Amber Alerts and APBs
· Monitors the NAWAS System for national and regional emergency announcements
· Monitors road conditions/closings
· Makes appropriate notifications of public works, support, and private agencies as required
· Communicates effectively with co-workers in an effort of teamwork to process and handle calls from the public and responders.
· Other functions as determined by the Watch Supervisor.

MARGINAL FUNCTIONS
· Reports problems/equipment malfunctions to supervisors immediately.
· Performs janitorial and cleaning duties of the 9-1-1 Dispatch Center.
· Assists with other department activities as required.
· Other functions as determined by the Watch Supervisor.


Public Safety Dispatcher I
Position Requirements

Education: High School Diploma or GED Equivalent.  Must obtain provided certification as an NCIC Terminal Operator within 6 months of initial employment.  Must obtain provided certification as an APCO Public Safety Telecommunicator I and Emergency Medical Dispatcher within one year of initial employment, and obtain provided certification in the National Incident Management System and Cardiopulmonary Resuscitation within one year..

Technical: Ability to use computer keyboard and mouse to maneuver through and operate Windows based computer software.  Must be able to type 30 words per minute.  Ability to use radio/paging console.

Problem Solving: Must work cooperatively with co-workers to achieve department mission.

Human Relations: Ability to deal with hostile, hysterical, or grieving citizens calmly, professionally, and courteously.  Ability to work with other public safety responders towards the best interest of the citizens of Sumner County.

Physical: Must pass minimum vision and hearing requirements as well as a pre-employment drug screen.  May be required to complete other medical/psychological testing as determined by the 911 Director.  Shift work is required, working days, evenings, and nights.

The specific statements in each section of this job description are not intended to be all
inclusive. They represent typical elements and criteria considered necessary to
successfully perform the duties of Public Safety Dispatcher I.

This job description last updated March 2008
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