Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted:  10/20/05
SENIOR DISPATCHER

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for overseeing the activities and performing the duties of a Dispatcher on an assigned shift in the County 911 Communication Center.  Many of the functional duties are similar to those of Dispatcher, however, the incumbent functions as the Dispatcher in charge on an assigned shift.  The work is performed under the general supervision of the Communications Supervisor or higher ranking officer with leeway allowed for use of independent judgment in carrying out the details of the work.  Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only) 

Oversees, directs, and coordinates the scheduling and utilization of communications personnel on an assigned shift;

Plans, assigns, directs, and reviews the work of subordinate employees on an assigned shift; 

Reviews and records complaints concerning the staff activities; 

Refers complaints of staff to Communications Supervisor; 

Enforces rules and regulations governing personnel;

Prepares reports of shift activities.

Receives and logs emergency calls and complaints;

Takes information on the emergency or complaint and dispatches appropriate personnel by radio and/or activating fire alarm devices,

Gives routine information and/or directs callers to proper party regarding departmental activities;

Coordinates the activities of other service agencies such as the fire department service, ambulance service, wrecker service, highway department, and public utilities,

Monitors communication systems for other service agencies;

Monitors internal communication system for security and safety control purposes; 

Operates a variety of telecommunication and standard office equipment; 

Prepares and maintains a variety of records and reports of activities; 

Operates radio Communications for Emergency Medical Services;

Operates special equipment in responding to deaf and/or mute callers;

Participates in tests to insure good operational condition of communication system.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of all emergency service providers within the county and the surrounding area; 

Good knowledge of the communications center policies, procedures, terminology, and equipment; 

Good knowledge of federal, state, and local laws, rules, and regulations that pertain to the operation and functions within the communications center; 

Good knowledge of administrative and security procedures; 

Good knowledge of local geography and roads;
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Ability to participate in assigned projects and lay-out work for others; 

Ability to remain calm in emergency situations;

Ability to organize and maintain accurate records and files;

Ability to communicate effectively both orally and in writing;

Ability to perform close, detail work involving considerable visual effort and concentration;

Ability to operate a personal computer and utilize common office software programs;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

Graduation from high school or possession of a high school equivalency diploma and two (2) years of experience dispatching police, fire, or other emergency personnel or vehicles through the use of radio/telephone equipment data entry or typing. 

NOTE:    Verifiable part-time and/or volunteer experience may be prorated toward meeting full-time experience requirements.

OSHA Bloodborne Pathogens Classification – Category 2
