CIVILIAN LEAD DISPATCHER


STEP: 6
[bookmark: _GoBack]SALARY: 3% HIGHER THAN DISPATCHER TOP STEP($20.24/hr.)
FLSA: NON-EXEMPT
SHIFT: Full-time 4-2 ROTATION-DAYSHIFT




SUMMARY:

The Civilian Supervisor of Dispatchers is under the direct supervision of the Administrative Lieutenant with regard to all police related duties. He/she is responsible for the directing, supervising and training of all civilian dispatchers.

The position requires a thorough working knowledge of all phases of the duties and responsibilities of civilian dispatchers and of the Department communications system. He/she shall have a minimum of two (2) years’ experience as a civilian dispatcher and shall be at least a high school graduate with additional job related training. He/she must be willing to work an assigned rotating 4-2 workweek (8:00 a.m. to 4:00 p.m.). In addition, he/she shall have full knowledge of the organization structure, rules, regulations, policies and operational procedures of the Department and must be able to maintain a favorable public image of the Department.

He/she must show ability to establish priorities and a work plan in reviewing unusual situations or problems that must be brought to the attention of the Administrative Lieutenant for resolve.

ESSENTIAL FUNCTIONS:

The essential functions or duties listed below are illustrations of the type of work performed.  The omission of specific statements of duties does not exclude them from the position, if the work is similar, related, or a logical assignment to the position.

DUTIES AND RESPONSIBILITIES:

1.	Perform the regular duties of a civilian dispatcher during scheduled work shifts.

2.	Establish and maintain a comprehensive and continuing training program for all civilian dispatchers, which is designed to meet current Department communications and service needs, along with the Massachusetts State 911 Board in-service Training Guidelines.

3.	Monitor the daily work habits of civilian dispatchers and take necessary action to assure that all types of calls are handled in a professional, systematic and uniform manner

4.	Check computer inputs daily to ensure accuracy and compliance with standard procedures. Take steps to correct any re-occurring problems.

5.	Develop and maintain a Dispatcher Procedures Manual and ensure that all dispatchers utilize it for reference. When necessary, make adjustments and additions to this Manual.

6.	Develop and maintain a dispatcher’s roll call book that contains job-related information teletype messages and data relating to the daily performance of duties in the Communications Section.

7.	Be responsible for the assignment and scheduling of all communications personnel and maintain records of vacations, sick time, days off and holidays. Report all sick time of personnel to the Administrative Lieutenant through normal Department procedures.

8.	Receive, respond to, investigate and attempt to resolve all complaints from police personnel regarding problems or incidents involving the performance of any civilian dispatcher. Maintain complaint records and report all incidents and action taken to the Administrative Lieutenant.

9.	Receive, respond to, investigate and attempt to resolve all complaints from the public regarding the performance of any civilian dispatcher. Maintain complete records and report all incidents and action taken to the Administrative Lieutenant.

10.	Ensure that civilian dispatchers are efficiently performing teletype, telephone and radio communications duties as well as those other responsibilities outlined in the Civilian Dispatcher job description.

11.	Arrange for routine maintenance or repair of all equipment in the Communications Section either through the Administrative Lieutenant or directly, according to established procedures. Assure that all maintenance and repair records reach the Administrative Lieutenant.
 

12.	Assure that rotating, changing and storing of recorder cassettes is being performed by communications personnel.

13.	Establish and monitor the dress code for civilian dispatchers.

14.	Attend LEAPS validation meetings and other informationa1/instructional sessions as required or directed.

15.	Perform all other job-related technical, administrative or supervisory duties as required or requested by the Administrative Lieutenant.


PHYSICAL REQUIREMENTS:
Must be able to see, hear, listen, speak, sit, stand, write, reach and use hands and arms ¾ of a seven (7) hour day and may lift up to twenty (20) pounds ¼ of a seven (7) hour day.

The Town of Dracut requires a CORI, physical examination and drug screen post offer.

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirement of the job change.

Revised 10/17/2016
The Town of Dracut is an Equal Opportunity/Affirmative Action Employer
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