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	 Job Title:
	Public Safety Call Taker
	Job Category:
	Public Safety Support

	Department/Group:
	
	Job Code/ Req#:
	

	Location:
	
	Travel Required:
	0%

	Level/Salary Range:
	
	Position Type:
	Full time 
Part Time

	HR Contact:
	HR Contact	Date Posted:
	

	Will Train Applicant(s):
	Will Train Applicant(s)	Posting Expires:
	


	External Posting URL:
	

	Internal Posting URL:
	


	Applications Accepted By:


	Fax or Email:

	Mail:



	Job Description

	· Telecommunicators work 12-hour shifts, ensuring coverage 24 hours a day, 7 days a week, including nights, weekends, and holidays. 
· The duties and responsibilities of this job require a large degree of multitasking and the ability to make quick and accurate decisions in high-stress, highly emotional situations. At the same time, the Telecommunicator must be service-oriented and able to maintain a courteous and calm demeanor. 
· Answer emergency (9-1-1) and non-emergency telephone lines obtaining information, prioritizing and confirming independent determination of appropriate action for processing all incoming calls for service to include; relaying safety response units or providing callers with the appropriate advice or referral. 
· Receive requests by radio, phone, electronic format or fax from law enforcement, fire/medical personnel, and other public safety agencies to, access, enter, retrieve and disseminate records, motor vehicle records stolen property, wanted persons and criminal history files utilizing local, state and national database systems; prioritize and effectively relay information in proper format to requesting agency. Contact outside public service divisions as requested and relay information as required 
· Utilize a Computer Aided Dispatch (CAD) system to enter and retrieve information in local, state, and national databases, as well as, process general information requests for the public and/or other agencies. 
· Develop and maintain familiarity with the agencies geographical service area
· Ability to communicate with Command Staff, employees, other agencies and the public in a courteous manner
· Create, maintain and update critical files in an organized manner
· Handle confidential and sensitive information in a discreet manner
· Independently initiate actions consistent with existing agency policies and procedures while using sound judgement
· Perform other duties and tasks as assigned
Skills in

· [bookmark: _GoBack]Critical thinking using logic and reasoning to communicate and make appropriate decisions quickly using sound judgement with persons in highly stressful situations  
· Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times 
· Typing with a high degree of accuracy 
· Simultaneously perform a variety of tasks 
· Use a variety of specialized equipment including communication and computer related equipment 
· Quickly assimilate information and implement an appropriate course of action 
· Communicating clearly and concisely, both orally and in writing 
· Empathizing, valuing, and dealing successfully with the special capabilities, distinctive cultural histories, and unique needs of people of various socio-economic, ethnic, and cultural backgrounds. 
· Maintaining the highest standards of ethical behavior, exercising honesty and integrity, respect, confidentiality, and fairness in the execution of their official responsibilities 
· Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisor, the public, and others to sufficiently exchange or convey information and to receive work direction 
· Interpreting and applying applicable laws, codes, regulations and standards 
· Serving as a liaison with other departments and agencies 
· Maintaining records, files and documentation 
· Preparing basic reports, correspondence and documentation 
· Self-discipline, dependable, and ability to work independently and prioritizing multiple tasks and demands to accomplish outcomes 

Preferred Skills
· Previous experience in Emergency Dispatch or 911 Operations
· Bilingual in Spanish
· CPR/First Aid Certification

GENERAL INFORMATION
· Hours:  40 Hours Per Week / Shift Work  
· Includes Nights, Weekends and Holidays
· Mandatory Overtime as deemed necessary to fulfill operational needs

Qualifications and Education Requirements
· (age requirement)
· High School Diploma or General Education Development (GED)
· Minimum of 35 wpm with 85% accuracy
· Additional testing may be required
· One year or more of professional experience as a Public Safety Dispatcher, is preferred

Additional Notes
· To qualify for this position, required experience, education, and skills must be clearly stated on your application's employment history
· Experience obtained while in the military must also be included as part of your employment history on the application
· This position provides services or performs duties for the benefit of the general public during emergency situations, which may include services or duties different from those performed in the usual course and scope of the job.
· In the event of an evacuation, the incumbent in this position may be required to remain to perform needed services.

Copies of the Following Documents are Required with your Application

· Birth Certificate (issued by a government agency not hospital) or Certificate of Naturalization; or
· Non-U.S. Citizens must provide proof of legal residency and work authorization
· Social Security Card
· Driver's License (front and back)
· Proof of Education: High School Diploma or Transcript, GED Certificate or College Transcript (If transcripts, an unofficial copy will suffice with the application, a sealed original will be required at a later stage of the application process)
· DD-214 Military Discharge form [if applicable] (copy of original Member - 4 form)
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