Middletown, CT
Job Description

Classification Title Civilian Dispatcher Trainer
Job Code

Department Central Communications
Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to receive routine and emergency calls for Police, Fire
and EMS. Dispatches Police and Fire Departments. Provides training for new and

current emplovees Pesmen—is—pnmamy—respensrble—fepbasredﬂaa{ehmg%ﬁes

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 Receives routine and emergency calls. Dispatches police and fire personnel to
respond to emergency situations using proper protocols. Provides post-dispatch

and pre- amval mstructlons for callers to ensure safetv during emerqenmes IFFaeks

emeer—t&um{s—m—the—ﬂeld-Responds to questlons from emplovees reqardlnq proper
handling of calls and utilizing of NCIC/Collect and CAD system.

e Checks NCIC files as requested. Confirms warrants, stolen cars, license plates and
other property. Provides-streetdirection-asneeded-:

o Copmsinlecnl snto oo fodernlaoencine nline snonest o solies ool e
Transfers medical calls to-appropriate agency. Operates TDD System.Tracks and

logs private property tows and confined space entries.

sepvice-Receives and processes alarms for Water and Sewer departments’

infrastructure in Middletown and Portland. Monitors fire alarm systems.
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departments when fire hydrants are placed in or out of service.

+—Trains new employees. Prepares and signs weekly performance evaluations.
Provrdes contrnurnq drspatch and remedial tralnlnq for current employees. er—assrsts

e Performs e ini . ini d
Dtspateher—a&d#eeted—mnnq/platoon call back for flre departments as needed

o Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

High school diploma or equivalent and at least ten years of dispatch experience with

Police, Fire and EMS wﬁhameatrena#teehmeal—trmnmg—rnemergeney

</{ Formatted: Space Before: 6 pt

Certification.

PREFERRED QUALIFICATIONS
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Five years of experience with dispatch training responsibilities and Certification as an
EMD-Q, EFD-OQ and EPD-Q with IAED.

KNOWLEDGE, SKILLS, and ABILITIES

o Reguires-the-aAbility to analyze classify data and information, including the ability to
review, categorizes, prioritize and/or reference data, people or things, and to group,
rank or investigate. Requires discretion in referencing data analysis to the criteria,
standards or requirements of a discipline or technique to determine interactive
effects and relationships.

¢ Requires the ability to provide formal training to others in specific fields typically

involving preparing and/or modifying teaching materials and methods. Requires-the
aAblllty to prowde gwdance assistance and/or interpretation to others.

mﬁermaﬂmKnowledqe of Crlmlnal Justlce Svstems

o Reguires-the-aAbility to understand, interpret and apply instructions furnished in
written, oral, diagram or schedule form. Involves diversified work requiring
independent judgment to adapt or modify methods and standards to meet variations
in assigned objectives.

feéeraiegenetes%h&pubhc—aneremepempleyee&mowledqe of Computer A|ded

Dispatch Operation, Priority Dispatch Systems and Protocols and department
policies and procedures

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

e Ability to supervise and evaluate employees

o Ability to Pprioritize and assign work

e Knowledge in Ftraining, orienting, and managinge personnel

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

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

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

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

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

Ability to Ffollow oral and written instructions and procedures

Ability to €collect, organize, and interpret data and prepare accurate records
Compare data from a variety of sources for accuracy and completeness
Ability to ©organize large volumes of detailed data and information

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

Ability to Mmeet schedules and deadlines of the work unit

Ability to €communicate in English effectively orally and in writing
Ability to Mmaintain well-organized materials, files, systems and tools
Ability to Aadapt to changes in work situations and priorities

Ability to Rreason/analyze; use logic to identify and resolve problems
Ability to Eevaluate, organize, and summarize data and information

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

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: 02/28/15

Dates revised
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