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POSITION:


COMMUNICATIONS  OPERATOR

REPORTS TO:

ASSISTANT COMMUNICATIONS SUPERVISOR 
DEPARTMENT (S):
 
POLICE

NATURE OF WORK

This is responsible work in performing emergency communications service for the Police Department. Emergency calls and service requests are received from the public and incumbents are required to contact the police unit (s) to be dispatched, given the type of incident, location and other pertinent information. Work involves the operation of a radio system, telephone NCIC/GCIC terminal, MDT terminal, computer and related software; and other equipment. Clerical work, such as logging calls may also be performed. The On-duty watch commander provides shift supervision.  Work is performed under the supervision of on-duty police supervisory personnel.

MAJOR RESPONSIBILITIES AND DUTIES

· Answers incoming calls, to include:

· Receiving/prioritizing emergency/non-emergency calls for Police, Fire and EMS 
response

· Determining nature, location and other relevant information pertaining to call

· Entering information from call on Dispatch Cards

· Conducting address verification using map books or by calling other jurisdictions

· Utilizing specialized equipment/services to communicate effectively with caller 
(i.e. Haines Criss Cross Directory, Aeroatlas, etc.)

· Responding to inquiries

· Operates Emergency Radio Communications Systems, to include:

· Dispatching police units

· Receiving and acting on all field unit requests according to standard procedures

· Relaying information to Police, Fire/EMS and Sheriff units

· Monitors, verifies and tracks status of public safety equipment and personnel via 
Dispatch Cards, following procedures pertaining to time and safety 

· Verifying locations, cross streets and addresses, as needed using various 
resources (i.e. Haines Criss Cross Directory, Aeroatlas, etc.).

· Notifying other agencies/personnel when necessary (i.e. utilities, other City of 
Snellville Departments, specialty units, etc.)

· Logging pertinent call information via Shift Activity Log (i.e., dispatch, arrival, 
completion, transport times, etc.)

· Maintaining Next List Wrecker Call System per established guidelines

· Entering Unit initiated activity into CAD
· Organizing/relaying move-ups to provide adequate coverage as needed

· Monitors alternate radios and receives/relays information from other agencies 
(i.e. Animal Control, Public Utilities, Transportation, Sheriff’s Department) and 
City of Snellville frequencies

· Operates GCIC/NCIC computer information system for the purpose of verifying or entering data to include:

· Making inquiries for checking registrations, driver’s license information, stolen 
or wanted items, wanted persons or criminal histories and relaying information to 
requesting units/agencies

· Entering data from Records or Investigations Division on stolen items or wanted 
persons into the computer system by completing work sheet which is designed to 
use coded data and relaying information to proper parties

· Maintaining appropriate logs in accordance with GCIC/NCIC security 
procedures

· Locating and clearing files

· Maintaining emergency sticker contact file

· Assists Communications Supervisor in performing training as assigned

· Testifies in court as necessary

· May be assigned as lead worker, on shifts as necessary

· Other assigned duties 

DESIRABLE QUALIFICATIONS

· Education and Experience

· High School diploma or equivalent

· Some experience in emergency communications work preferred 
· Any equivalent combination of education and experience may be acceptable
· Knowledge, Skills, and Abilities

· Knowledge of department policies and  procedures and applicable laws related to 
job function

· Knowledge of City of Snellville Rules and Regulations

· Knowledge of State laws and City ordinances

· Knowledge of City departments, their functions, and correct calling numbers 
and/or extensions

· Knowledge of records filing systems

· Knowledge of CAD

· Knowledge of signals and codes used by field units

· Knowledge of GCIC/NCIC rules and regulations, operations manual and policy 
manual; and how to complete required forms

· Knowledge of city geography, road network and landmarks

· Knowledge of geography of adjoining counties, connecting streets and landmarks

· Knowledge of police procedures

· Knowledge and skill in the operation of MDT (Mobile Data Terminal) 

· Knowledge and skill in the operation of radio console units

· Knowledge and skill in the use of resource/reference material (i.e. Haines Criss 
Cross Directory, GCIC Family Violence Order book, etc.)

· Knowledge and skill in crisis intervention

· Skill in handling multiple priorities

· Skill in oral and written communications

· Skill in reading maps

· Skill in the use of communications equipment (i.e. radio console, two-way radio, 
recorder, TDD, Fax, etc.)

· Skill in the operation of specialized computer programs 

OTHER REQUIREMENTS

· Must be twenty-one (21) years of age or older

· Must obtain certification as a Georgia Crime Information Center (GCIC) Criminal Justice Information System (CJIS) Network Terminal Operator within six (6) months of employment

· Must be a citizen of the United States

· Must have no record of high, aggravated misdemeanor or felony conviction

· Must be able to work rotating shifts, nights, holidays, and weekends

· Must be available and willing to work overtime and during crisis situations

· Must be free of any physical, emotional, or mental condition which would adversely effect ability to perform the duties of this job
GUIDELINES

Guidelines include departmental rules and regulations and standard operating procedures. Situations require different reactions/procedures that are determined by employee as task is performed.

COMPLEXITY

The work involves providing emergency assistance to callers in the City of Snellville. The incumbent is required to perform varied duties such as receiving/dispatching calls, simultaneous operation of the computer and radio console and interpersonal communications often under adverse conditions. Each request is different, requiring the incumbent to analyze situations and take appropriate action. This can be difficult when the caller is irate, injured or confused. The incumbent is required to perform several tasks simultaneously, maintaining his/her composure under stressful conditions.

SCOPE AND EFFECT
The purpose of this position is to operate radio and telephone equipment in a Communication Center and to provide a vital communication link between the various agencies and the public. This requires the application of very close scrutiny to calls to identify problems or potentially dangerous situations. The incumbent provides emergency and non-emergency service while maintaining his/her composure in a stressful environment. Successful implementation of the work can save lives and decreases property damage. Errors in the work impact the health; safety and well being of city residents, visitors, and personnel and can create liability problems for the city.
PERSONAL CONTACTS

Contacts are with co-workers, Police, Fire and EMS personnel, the general public (i.e. individuals from varied socioeconomic backgrounds), clerks, traffic employees, utility employees, hospital employees, lawyers, and State and Federal agencies.

PURPOSE OF CONTACTS

Contacts are for relaying and exchanging information, assisting, responding to, influencing and/or motivating people in cooperative/uncooperative atmospheres. Incumbent resolves problems and responds to requests to provide quality services.

PHYSICAL DEMANDS

The work is primarily sedentary. Employee must have correctable hearing and visual abilities to operate equipment and be able to maintain equipment used. Must be able to communicate effectively and distinguish between shades of color when using communications equipment.
WORK ENVIRONMENT

Work is performed in a Communications Center. The work environment is made stressful when employees must communicate with callers in life-threatening situations and/or answer many calls in short spans of time. 
SUPERVISORY RESPONSIBILITY

May be assigned as lead worker on shifts.
Requirements included in this class specification are subject to possible modification to reasonably accommodate individuals with disabilities
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