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CHIEF OF POLICE

JOB DESCRIPTION/JOB TASK ANALYSIS

Job Title: COMMUNICATIONS OPERATOR

Reports to: COMMUNICATIONS SUPERVISOR / POLICE SERGEANT

Type of Position: FULL-TIME Hours Per Week: 40 NON-EXEMPT

General Description:
Responsible for receiving, screening, and dispatching information over the
communications system. The dispatcher is responsible for rapid and effective screening
of calls, eliciting accurate information, and transmitting that information through a variety
of radio, telephone, or intercom systems. The dispatcher is also responsible for a variety
of clerical activities specific to the police department, and other work as required.

Work Experience/Requirements:
• High School Diploma or General Education Diploma (GED)

Job Task, Policy, and Proficiency
ID Statement

TASK

ALL1000 Complete assignments as directed

ALL1001 Maintain work areas

ALU 002a Participate in meetings/training and
community relations activities if
applicable

ALL1006 Attend pre shift briefings

CM1503 Assist and coordinate emergency
assignments.

CM 1504 Process wrecker requests and
maintain wrecker files.

Performance Standard

The member will successfully complete all assignments
to specifications as directed and within the specified time
frame and budget in accordance with agency policies.

The member ensures that their work area is clean,
organized, safe and presentable in accordance with
agency policies and procedures.

As applicable, the member actively participates in
meetings/training as directed or as required and in
accordance with established agency policies/procedures,
and disseminates information received to agency
members as appropriate. The member may also actively
participate in community relations activities in order to
promote and enhance the vision, goals, and objectives of
the department in conjunction with the needs of the

community.

The member is on time for and attends pre shift briefings,
recording all pertinent information and directives, and

providing superiors and colleagues with job/shift related
information.

The member assists in the coordination of personnel and
other agencies during emergency situations in

accordance with agency policies and procedures.

The member will receive and correctly process or forward
all wrecker requests and the appropriate corresponding
information to the designated supervisor. If applicable,
the member will accurately maintain the wrecker files in
accordance with agency policies.














