


Maintainsradiocontactwithoperatinglawenforcementunits maintainsstatusandcurrent
informationonall policeunitdispatches
Maintainsradiocontactswithallactivefiredepartmentordistrictunits maintainsstatusandcurrent
informationonall departmentordistrictunitsinoroutofservice

Assistsintestingradiofrequencies Periodicallymakesroutineannouncementsandrelaysmessages
viaradio

Assistsotherdispatchersasnecessaryandwhennotoccupiedwithprimarydutiesorifoccupiedwith
dutiesofalowerpriority

Performsadditionaldutiesandrelatedworkasdirected

Trainsotheremployeesasrequiredordirected

SUPERVISORYRESPONSIBILITIES
Thisjobhasnosupervisoryresponsibilities

COMPETENCIES Toperformthejobsuccessfully anindividualshould demonstratecompetency
inthefollowing
TechnicalSkills Assessesownstrengthsandweaknesses Pursuestraininganddevelopment
opportunities Strivestocontinuouslybuildknowledgeandskills Sharesexpertisewithothers
CustomerService Managesdifficultoremotionalcustomersituations Respondstorequestsfor
serviceandassistance Meetscommitments
InterpersonalSkills Focusesonsolvingconflict notblaming Maintainsconfidentiality Listensto
otherswithoutinterrupting Keepsemotionsundercontrol
OralCommunication Speaksclearlyandpersuasivelyinpositiveornegativesituations listens and
getsclarification Respondswelltoquestions Demonstratesgrouppresentationskills Participatesin
meetings
WrittenCommunication Writesclearlyandinformatively Editsworkforspellingandgrammar
Varieswritingstyletomeetneeds Presentsnumericaldataeffectively Abletoreadandinterpret
writteninformation
Delegation Delegatesworkassignments Matches theresponsibility totheperson Setsexpectations
andmonitorsdelegatedactivities
QualityManagement Demonstratesaccuracyandthoroughness
Diversity Demonstratesknowledge ofEEOpolicy Showsrespect andsensitivityforcultural
differences promotesaharassment freeenvironment
Ethics Treatspeoplewithrespect Keepscommitments Inspiresthetrustofothers Workswith
integrityandethically Upholdsorganizationalvalues
OrganizationalSupport Followspoliciesandprocedures Completesadministrativetaskscorrectly
andontime supportsorganizationsgoalsandvalues
Judgment Exhibitssoundandaccuratejudgment Supportsandexplainsreasoningfordecisions
Includesappropriatepeopleindecisionmakingprocess Makestimelydecisions
PlanningOrganizing Prioritizeandplansworkactivities Usestimeefficiently Plansforadditional
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JeffersonCountyJobDescription CommunicationsOfficer

resources Setsgoalsandobjectives Organizesorschedulesotherpeopleandtheirtasks Develops
realisticactionplans
Professionalism Approachesothersina tactfulmanner Reactswellunderpressure Treatsothers
withrespectandconsiderationregardlessoftheirstatusorposition Acceptsresponsibilityforown
actions Followsthroughoncommitments
Quality Demonstratesaccuracyandthoroughness Appliesfeedbacktoimproveperformance
Monitorsownworktoensurequality
Quantity Meetsproductivitystandards Completesworkintimelymanner Worksquickly
SafetyandSecurity Observessafetyandsecurityprocedures Determinesappropriateactionbeyond
guidelines Reportspotentiallyunsafeconditions Usesequipmentandmaterialsproperly
Adaptability Adaptstochangesintheworkenvironment Managescompetingdemands Changes
approachormethodtobestfitthesituation Able todealwithfrequentchange delays orunexpected
events
AttendancePunctuality Isconsistentlyatworkandontime Ensuresworkresponsibilitiesare
coveredwhenabsent Arrivesatmeetingsandappointmentsontime
Dependability Follows instructions respondstomanagementdirection Takesresponsibilityforown
actions Keepscommitments Commitstolonghoursofworkwhennecessary toreachgoals
Completestasksontimeornotifiesappropriatepersonwithanalternateplan
Initiative Volunteersreadily Seeksincreasedresponsibilities Looksforandtakesadvantageof
opportunities Asksforandoffershelpwhenneeded
Innovation Generatessuggestionsforimprovingwork

QUALIFICATIONS Toperformthisjobsuccessfully anindividualmustbeabletoperformeach
essentialdutysatisfactorily Therequirementslistedbelowarerepresentativeoftheknowledge skill
andorabilityrequired Reasonableaccommodationmaybemadetoenableindividualswith
disabilitiestoperformtheessentialfunctions

EDUCATIONandorEXPERIENCE
Associatesdegree AA orequivalentfromtwo yearcollegeortechnicalschoolin
policeor firedispatching orone 1 yearofexperienceasa policeandorfire
dispatcher orequivalentcombinationofeducationandexperience

Applicantsmustqualifyfromatypingtestatforty five 45 wordsperminutenetwith
95 accuracy

Employeesmaybesubjectto callback onshortnotice

Regularandconsistentattendance isaconditionofcontinuingemployment

LANGUAGESKILLS
MustreadandspeaktheEnglishlanguagecoherently Abilitytoreadandinterpret
documentssuchassafetyrules operatingandmaintenanceinstructions andprocedure
manuals Abilitytowriteroutinereportsandcorrespondence Abilitytospeak
effectivelybeforegroupsofcustomersoremployeesoforganization ReadEnglish
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rapidlyandunderstandclearlywhatisread WriteEnglish rapidlyandmaintain
legibility

MATHEMATICALSKILLS
Abilitytoaddandsubtract twodigitnumbersandtomultiplyanddividewith10sand
100s AbilitytoperformtheseoperationsusingunitsofAmericanmoneyandweight
measurement volume anddistance

REASONINGABILITY
Abilitytoapplycommonsenseunderstandingtocarryoutinstructionsfurnishedin
written oral ordiagramform Abilitytodealwithproblemsinvolvingseveral
concretevariables instandardizedsituations

COMPUTERSKILLS
Toperformthisjobsuccessfully anindividualshould haveknowledgeofInternet
Explorersoftware WindowsoperatingplatformsoftwareandMSWordProcessing
software Experienceoperatingcomputerterminalskeyboards

OTHERKNOWLEDGE SKILLSANDABILITIES
Mustbeabletoworkshiftworkencompassinga24hourday sevendayweek inclusiveofdays
evenings nights weekendsandholidays Abilitytoworkrotatingshiftsorfillinshiftsassignedbythe
Directororhisherdesignee

Knowledgeofthegeographyofall agenciesservedincluding thelocationofstreets important
structuresandlandmarks thelocationsofpoliceandfiredepartments theirpersonnelandequipment
all lawenforcement firedepartmentdistrict andambulanceresponseboundaries

Knowledgeofthetypesandusesofpoliceandfiredepartment equipmentandtheabilitytodispatch
andallocatepersonnelandequipmentforavarietyofemergencyandroutinesituations

Skillinoperatingcomputerterminals telephone officeandradioequipment receivingand
transmittingagencyandpubliccallsforassistance

Abilitytoworkwiththepublicinstressfulsituations Abilitytoremaincalm showempathy convey
reassuranceandinstillconfidenceinthecallerthat theDispatchersdemeanorwill resultinproper
responsetotheirneeds

Abilitytotakeinformationfromcallerswhomaybe excited abusive foulmouthed incoherent
drunkorhysterical

Abilitytocondenselargeamountsofinformationintoreadable sensiblytypedremarksand
recollectionofnumerousacronymsandcodesessentialtovarioussituations

Abilitytomaintainapositivecustomerserviceattitudeatalltimeswiththepublic useragency
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members coworkersandsupervisors

Abilitytoconsistentlythinkclearlyandactquicklyinawidevarietyofemergencysituations

AbilitytospeakEnglishandenunciateclearly possessanexcellentvocabularyandverbally
communicateatarapidspeechrate

Abilitytorecordnamesandnumbersrapidlyandaccuratelyandtoquicklyrecalldetailsandessential
information

Abilitytoworkmultipletimesensitive tasksandissuesinresponsetovisualandsoundstimuliwitha
highdegreeofaccuracy

Abilitytoworkasa team memberandestablishgoodworkingrelationships

Abilitytoworkrotatingshifts 10hourorlongershifts sometimeswithoutbreaksandwithout
smoking

Abilitytoworkuptotwelve 12 hoursata timecontinuouslywearinga communicationsheadset
thatwillcoveroneearorfitwithintheearcanalofoneear andbe abletostillhearandunderstand
otheroutsidesoundsources notcomingfromtheearpiece

Abilitytoreadanddiscernvisual imagesonavarietyofmedia toincludesmallliquidcrystaldisplays
offeringverylittlebrightdark contrast standardmonochromeCRTdisplayscreens printedmatter
thathasbeenreducedtolessthannormalsize type multi coloredindicator lightswhichhavediffering
flashratesandorcolorwhichindicatesthestatusofelectronicfunction

AbilitytohearandclearlyunderstandEnglishovertelephone andradiocircuits

CERTIFICATES LICENSES REGISTRATIONS
ValidWashingtonStateDriversLicensewithadrivingrecordfreeofseriousorfrequentviolations
andabilitytomaintainavalidlicense

Abilitytosuccessfully completevariousrequiredtrainingclassesandobtaincertificatesnecessary for
functionalskillsperformance maintenanceand improvement

Mustpassathoroughbackgroundinvestigationwhichincludesbeingfingerprinted

PHYSICALDEMANDS
Thephysicaldemandsdescribedherearerepresentativeofthosethatmustbemetbyanemployeeto
successfullyperformtheessentialfunctionsofthisjob Reasonableaccommodationsmaybemadeto
enableindividualswithdisabilitiestoperformtheessentialfunctions
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Whileperformingthedutiesofthisjob theemployeeisregularlyrequired tostand walk sit talkor
hearandtoreachwithhandsandarms Theemployeefrequently isrequiredtousehandstofinger
handleorfeelobjects Theemployeeisoccasionallyrequiredtoclimborbalance andtostoop kneel
crouchorcrawl

Individualsmustbefreefromphysicalimpairmentsthatwithorwithoutaccommodationwould
interruptcontinuousperformanceofashiftlastingfromeighttotwelvehours

WORKENVIRONMENT Theworkenvironmentcharacteristics describedherearerepresentative
ofthoseanemployeeencounterswhileperformingtheessentialfunctionsofthisjob Reasonable
accommodationsmaybe madetoenableindividualswithdisabilities toperformtheessential
functions

Workisperformedinaconfinedenvironmentunderhighstress

Individualmustsitwhileobservingacomputerdisplayscreenunder lowlightingconditionsforlong
uninterruptedperiodsoftime mustbepreparedtostayintheCenterforthefullscheduledshift
Uninterruptedlunchandotherbreaksarenotguaranteed

Individualmusthaveadequatehearingandvisualacuitytosuccessfullyperformduties

Thenoiselevel intheworkenvironmentisfrequently loud
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