Middletown, CT
Job Description

Classification Title Civilian Dispatcher, Senior
Job Code

Department Central Communications
Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION

Undergeneral-supervisiontThe purpose of the position is to function as lead worker for
Civilian Dispatchers during assigned shift. Pesition-is-alse-responsiblefor+Receivesing

routine and emergency calls_and dispatches proper response agencies. Provides
emergency services for the City of M|ddletown and town of Portland Fhomsedlels

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

e Functions as lead worker for Civilian Dispatchers during assigned shift. Ensures all
dispatchers rotate duty assignments. Responds to questions from other
dispatchers. Ensures all pertinent shift information is provided to oncoming shift.
Prepares overview of major incidents during shift.

se#we&&nd—eut—et—semee—vehtele&Processes emergency and routlne calls for
police, fire and EMS. Dispatches police, fire and EMS units. Provides post-dispatch
and pre-arrival instructions for callers to ensure safety during emergencies.

oﬁteer—te»umt&%the#teld—Checks NCIC flles on partles contacted by pollce
ofﬂcers Conflrms warrants, stolen cards, license plates and other property.
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. " o . . F . .
ic-vi jcti } i jce: Performs
hiring/platoon call back for fire departments as needed. Adds additional equipment
to the scene at the request of the incident commander.

e Monitors fire alarm systems.-and-cameras-to-ensure-safety—Meonitors-all-radio
transmissions: Monitors and relays al information relayed-byfrom the National
Weather Service. Menitors-and-reacts-appropriately-to-State-of Cennecticut;

Enters-dataregarding-cases-into-computersystem-Tracks crew teams in confined
spaces. Tracks out of service fire hydrants. Notifies Director of equipment issues
and incidents of importance.

o Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

High school dlploma or equwalent and at least five vears asa C|V|I|an Dlspatcher with
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eonneeneu{—Dnve#s—I:eenseState of Connecucut Telecommunlcator Cert|f|cate
EMD Certificate and NCIC trained.

PREFERRED QUALIFICATIONS
None.

KNOWLEDGE, SKILLS, and ABILITIES

. .- f : : : P Formatted: Space Before: 3 pt, Bulleted +
| +—Regquires-the-aAbility to analyze and classify data and information, including the ‘/[Level: 1+ Aligned at: 0" + Indent at: 0.25"

ability to review, categorize, prioritize and/or reference data, people or things, and to

group rank or mvestlgate Requ#e&d@e#etm%referenemgda&&ana#ys&te%he

o Reguires-the-aAbility to act as a lead person or crew leader and to provide guidance
to a work unit, including coordinating activities and reviewing work.

wﬂe—and—speak—mwng—adwsea#da&a—and—m#e#maﬂepr Knowledqe of Cltv and

Town Alarm Systems

e Requires the ability to perform addition, subtraction, multiplication and division, and
to calculate percentages and decimals.

o Reguires-the-aAbility to exercise judgment, decisiveness and creativity in situations
involving the evaluation of information against sensory, judgmental or subjective
criteria.
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o Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

o Ability to Wwork independently
o Ability to Bbalance competing requirements and needs of client organizations

o Ability to Aapply listening and interview skills, work under pressure, address conflict,
solve problems, and make sound split-second judgments

o Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

e Ability to Hhandle common inquiries or complaints
o Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions
o Ability to Eexercise good judgment and focus on detail as required by the job

o Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

e Ability to Yuse (or learn to use) computer software and systems applicable to the
position

e Ability to Ffollow oral and written instructions and procedures

e Ability to Scollect, organize, and interpret data and prepare accurate records

e Ability to ©organize large volumes of detailed data and information

e Ability to Mmeet schedules and deadlines of the work unit

e Ability to Scommunicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools

o Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems

e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

o Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.
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PHYSICAL REQUIREMENTS

Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria
are met.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires talking, hearing, seeing, grasping, standing, walking and repetitive
motions.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
gualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 02/28/15
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