
TELECOMMUNICATOR (RESERVE) - 4032PRIVATE 

GENERAL DEFINITION AND CONDITIONS OF WORK:
Performs intermediate technical work on an assigned shift dispatching public safety, emergency services, and other personnel, usually in response to emergency situations; does related work as required. Work is performed under the regular supervision of a shift supervisor.

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force frequently or constantly to move objects; work requires reaching, fingering, and repetitive motions; vocal communication is required for conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to receive detailed information through oral communications and/or to make fine distinctions in sound; visual acuity is required for preparing and analyzing written or computer data, operation of machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the worker is not subject to adverse environmental conditions.

ESSENTIAL FUNCTIONS/TYPICAL TASKS:
Receives emergency calls, determines location and nature of emergency, and dispatches appropriate personnel and equipment; 

Receives and transmits messages primarily by radio and maintains radio log on shift work;

Answers incoming telephone calls through administrative and emergency phone lines; determines the nature of calls; 

Operates device for communication with the hearing impaired;

Enters calls into the Computer Aided Dispatch (CAD) system and dispatches proper responders as needed;

Communicates with agencies participating in mutual aid agreements;

Assists with walk-in traffic; answers questions or notifies appropriate personnel;

Communicates with water, sewer, electric, and street department personnel; answers telephone for after-hours calls; notifies appropriate on-call personnel; 

Operates D.C.I. computer to communicate with other law enforcement agencies throughout the state and nation;

Issues case numbers for police and fire reports as needed;

Fills out daily report sheet for communication center activity for the shift;

Maintains reasonable and predictable attendance;

Performs related tasks as required.

KNOWLEDGE, SKILLS, AND ABILITIES:
General knowledge of the methods of operating a state computer network communications systems; general knowledge of radio code system and teletype procedures; general knowledge of the geography of the City and location of important buildings; ability to type at a reasonable rate of speed; ability to speak distinctly; ability to deal with the public under stressful conditions and remain calm; ability to operate standard office, data entry, computer equipment, and communication consoles; ability to establish and maintain effective working relationships with associates and the general public.

EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to graduation from high school.

SPECIAL REQUIREMENTS:
Must possess D.C.I. and North Carolina Communications certifications and a valid, unexpired North Carolina driver’s license.

