Middletown, CT
Job Description

Classification Title Deputy Director of Central Communications
Job Code

Department Central Communications

Union Group Teamsters 671

FLSA Status Exempt

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to assist in the administration of the Central
Communications Center. Provides dispatching services for Police, Fire and EMS to City

of Mlddletown and Town of Portland. —eeerdtnatetr&nmg—pregmms—and—te—p#ewde

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.

andeﬁ—sﬁeLPrepares and malntalns emplovee rotatlonal schedule. lees

employees. Prepares and submits weekly payroll. Tracks and authorizes employee
time off.

e Conducts, contracts or schedules training classes for dispatchers. Prepares

addltlonal training as needed Assesses—DlspateherjleeFelated—kneMedgeand

centers.
Coordinates with Mlddlesex Hospital.

pmg#amsPrepares monthlv credlt card statements Processes bills and purchase
orders and submits for payment.- Acts as department Accounts Payable Officer.
Processes receipts of payments for 911 funding and Portland Inter-Local agreement.
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e Attends various meetings as directed. Plans and participates in communication
educational events.

e e e

e Acts as Director of Central Communications in his or her absence.

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

High school diploma or equivalent and at least five years of experience at an
administrative position in Communications Center. with vocational/technical training in
emergency telecommunications or a related field supplemented by five years of
emergency dispatch experience and progressively responsible supervisory experience;
or an equivalent combination of education, training and experience.

Appropriate education substitutions can be made.
Other

e Valid Connecticut Driver’'s License required. Valid Emergency Telecommunication,
NCIC and EMD Certifications are required.

PREFERRED QUALIFICATIONS

APCO Public Safety Communications Manager Certification and Certification as and
EMD-O through the International Academies of Dispatch.

KNOWLEDGE, SKILLS, and ABILITIES
»—Reguires-the-aAbility to analyze and classify data and information, including the
ability to review, categorizes, prioritize and/or reference data, people or things, and

to group, rank or investigate. Reguires-diseretioninreferencing-dataanalysisto-the
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fede#aLagenaes—theqaubhc—andﬁhe#empleyee&Knowledqe of State qrants and

processes for payments

o Reguires-the-aAbility to perform addition, subtraction, multiplication and division and
to calculate percentages and decimals.

e Ability to supervise and evaluate employees
e Ability to Pprioritize and assign work
e Knowledge in Ftraining, orienting, and managinge personnel

e Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

e Ability to Wwork independently
e 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

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

e Ability to Bdevelop and write reports, policies, and correspondence
e Ability to Hhandle common inquiries or complaints
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e Ability to Aapply concepts such as fractions, percentages, ratios, and proportions to
practical situations

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

e Ability to Soperate 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 ©collect, organize, and interpret data and prepare accurate records

e Ability to Mverify and maintain accuracy of detailed data and information, detect data
errors

e Ability to Mmeet schedules and deadlines of the work unit

e Ability to €communicate in English effectively orally and in writing

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

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

PHYSICAL REQUIREMENTS
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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
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/02/15

Dates revised




