TOWN OF MONROE

JOB DESCRIPTION


POSITION TITLE:
Police Communications Operator
DEPARTMENT:

Dispatch
REPORTS TO:
Receives general supervision from Patrol Lieutenant and/or Shift Commander.
SUMMARY:

Receives, records, and transmits emergency and administrative messages over a combined police, fire and medical emergency communications system.
ESSENTIAL DUTIES & RESPONSIBILITIES:

· Plans, organizes and performs work according to standard procedures
· Receives and routes telephone calls for police, fire, medical emergency, animal control, and park ranger
· Receives enhanced 911 emergency telephone calls and dispatches calls following standardized procedures, or re-routes calls to appropriate agency
· Dispatches police, fire and emergency medical vehicles by radio and activates signaling system
· Receives and transmits orders and instructions using appropriate code language
· Operation of computer terminal to input, receive, and transmit information from State Motor Vehicle and National Crime Information System
· Maintains Collect c computer system log book
· Monitors the T own Hall and other Town fire alarm systems
· Reports work accomplished to supervisor
ADDITIONAL RESPONSIBILITIES:

· Records information of police, fire, medical, emergency, animal control, and all other incidents and complaints on in-house police computer record keeping system
· Monitors teletype messages and interdepartmental radio systems for significant information, and informs shift commander and on-duty personnel
· Monitors CB radio for emergency calls
· Daily and weekly testing of Town and interdepartmental radio systems
· Assists with processing of arrest paperwork
· Coordinates intercommunication with other Town and State Police departments
· Maintains fire department log book
· Maintains other log books as required
· Provides general information to public
· Relays information to inter-departmental groups, utility companies, and wrecker services
· Performs related tasks as require
QUALIFICATIONS/EXPERIENCE/TRAINING:

Minimal requirement of High School diploma or equivalent, as well as some communications experience.  Typing skills are required as well as computer experience.  Must be able to become NCIC certified.  State of Connecticut Public Safety Telecommunications Certificate.
LANGUAGE SKILLS

Must be able to communicate articulately and professionally
REASONING ABILITY

Ability to exercise sound judgment and confidentiality.
PHYSICAL DEMANDS

While performing duties of this position, the employee is occasionally required to stand, walk, sit, use hands to fingers, feel, reach with hands, and arms.  Occasionally may be required to stoop or kneel.  Must be physically fit and have the stamina to perform the duties.

WORK ENVIRONMENT

The employee must conform to all Occupational Safety and Health Act regulations.  The employee is required to use safety in the performance of their job.  The working environment can be very stressful.
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