     CITY OF LAKE OZARK
POSITION DESCRIPTION

Police Dispatcher
DEPARTMENT:
Police

REPORTS TO:
Dispatch Supervisor /or Chief of Police

DESCRIPTION:
2015 SOP 10-59

REVISED: 

2015
Supervises

None

Task Description

1.   Receives and responds to emergency and non-emergency phone calls and walk-ins for police service.
2.   Processes and evaluates information received, prioritizes calls and dispatches required units and or agencies.
3.   Answers department phone lines during normal business hours, forwards calls to the proper locations, and takes phone messages for all department employees. Greets all walk-ins during normal business hours.

4.   Responsible for base radio traffic during his/her shift.

5.   Maintains appropriate security and confidentiality of information created or encountered in the performance of assigned duties
6.   May assist in providing on-the-job training for Police Dispatchers and submit progress reports and evaluations on trainees.

7.  The Police Dispatcher position requires rotating shift assignments and overtime in accordance with maintaining a fully operational 24 hour facility.  

8.   Creates and maintains all computer or written logs of public safety communications activity
9.   Other tasks as assigned by the Chief of Police or his designee.

10.  Must become MULES certified by attending mandatory training with the Missouri State Highway Patrol.

Desirable Knowledge, Skills and Abilities
Must possess and maintain good people skills
Knowledge of public service activity and methods of local government

Knowledge of computer technology and equipment

Knowledge of law enforcement terminology and procedures

Skill in multi-tasking-coordinating simultaneous mental, manual and visual activities
Skill in observing situations analytically and objectively and relaying details accurately

Skill in operating a variety of communications equipment effectively

Ability to speak clearly and concisely

Ability to think clearly and act quickly in emergencies

Ability to network with other agencies in a professional and effective manner

Ability to meet attendance schedule with dependability and consistency

Qualifications

Must be free of felony convictions and be of good moral character. Must be efficient in the use of computers, typewriters, fax machines, copiers, and other office related equipment. Must have excellent verbal and written communication skills and due to the sensitive material that he/she will have access to, he/she will under-go extensive background investigation. High School Diploma / G.E.D. 18 years old (minimum), United States Citizen, Live within one hour of the City of Lake Ozark, MO 
Essential Functions

Sight, hearing, speech, analyze situations, solve problems, and make decisions under pressure.

This position description is only a guideline for performance. This is not, nor implied to be a contract of employment and it can be modified at will by management. I have read, and understand, the requirements for my position. 

Signature:______________________________________    Date:___________________
