Promotional [ ] Please Post 5/23/16
Open X
NOTICE OF VACANCY

DEPARTMENT: POLICE DEPARTMENT

JOB CLASSIFICATION: PUBLIC SAFETY/ 9-1-1 DISPATGER
HOURS: Per Diem

BENEFITS: This is a non-benefitted position

Hire Date: OPEN

SUBJECT TO: 1 Year Probationary Period

TOWN OF HOLDEN
Position Description
FL SA: Non-Exempt

Position Title: Public Safety/ 9-1-1 Dispatcher Department: Police Department
Reports to: Police Lieutenant or CommunicationseBupor Date: May 2016

GENERAL SUMMARY:

Specialized work to receive, process, and docuraintalls for service for police, fire, and
medical from the public and relay the informatiorthe appropriate source for assistance.

Responsible work involving the operation of comneations equipment including telephone,
radio and computers in the receipt and transmissi@variety of calls including calls for police
and fire assistance, municipal services, and gemdoamation. Work also involves performing
a variety of clerical and computer duties includimgintaining logs; typing and filing forms,
records, and reports. Disposition of calls is domeccordance with established departmental
procedures; however an employee of this class meustcise independent judgment and
discretion.

ESSENTIAL JOB FUNCTIONS*:

Works under the general supervision of the Comnatiun Supervisor and Lieutenant and
performs a wide variety of complex clerical and egeacy tasks in support of safety operations.

Answers emergency and non-emergency telephone ¢ibtsning information to process all
calls for service and relays the information to éipgropriate agency or field unit. Provides pre-
arrival instructions/ information.

Makes independent determination of appropriateoastto be taken concerning incoming calls
and directs the appropriate responding units taurenfficient and timely responses (call
prioritizing).

Monitors multiple radios, audio, visual and othguiment (i.e., security monitors, prisoner
system, etc.)



Coordinates activities with town departments asl sl with other emergency services and
government jurisdictions

Logs all calls into the computer aided dispatch D3 Aystem or appropriate computer, identifies
current status and location of personnel and egeipncompletes and maintains daily activity
log.

Makes telephone contacts, wrecker notificationgyavd confirmations and call out contacts for
field personnel. Calls for mutual aid assistarseeeded.

Uses computers and other information technologyipeagent to perform inquiries, entries,
modifications, and deletions into the Massachug@tisiinal Justice Information System (CJIS)
and National Criminal Information Center (NCIC) wetks.

Transfers callers to appropriate telephone extessiefers callers to the appropriate agency and
records messages for departmental employees. BRgtan the training of less experienced
personnel. All other duties as assigned.

WORKING CONDITIONS:

Normal office environment not subject to extremeseimperature, noise, etc. Frequent interruptions
assist the public in-person and on the telephofay spend extended periods of time at computer
terminal, at desk or operating other office equipmeequiring eye-hand coordination and finger
dexterity. Occasional lifting, standing, bendimglaarrying of files, documents and records.

The above statements are intended to describe the general nature and level of work being performed
by people assigned to do this job. The above is not intended to be an exhaustive list of all
responsibilities and duties required.

*External and internal applicants, as well as position incumbents who become disabled as defined
under the American with Disabilities Act must be able to perform the essential job functions (as
listed) either unaided or with the assistance of a reasonable accommaodation to be determined by
management on a case by case basis.

APPLICATIONS AVAILABLE: OFFICE OF THE TOWN MANAGER, 1204 MAIN STREET,
HOLDEN, MA 01520. FOR FURTHER INFORMATION CONTACTOWN MANAGER'’S OFFICE
(508) 210-5501 or visivww.holdenma.goEmployment Opportunities
EQUAL OPPORTUNITY EMPLOYER
THE TOWN OF HOLDEN DOES NOT DISCRIMINATE AGAINST TH HANDICAPPED




