PINELLAS COUNTY SHERIFF’S OFFICE

PUBLIC SAFETY TELECOMMUNICATOR

Job Code: 30105

GENERAL DESCRIPTION/PURPOSE:

As the first point of contact for the public calling the agency for assistance, the main focus of this position is to respond to both routine and emergency requests for service and information.  Requests for service and information from inside and outside the agency are screened to determine the most appropriate action to take whether dispatching of law enforcement or other agency responders; or routing of information via the computer and/or radio.  Calls requiring the dispatch of law enforcement are monitored and supported by this position.   Incumbents exercise considerable independent judgment in determining the seriousness and immediacy of a situation and determining the most appropriate action to take.  The position reports to a Communications Supervisor. 
ESSENTIAL FUNCTIONS:

Essential functions are fundamental job duties. They do not include marginal tasks, which are also performed but are not incidental to the primary functions. 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, nor does every position allocated to the job necessarily perform every duty listed. The essential functions identified for this job are:

· Answers emergency and non-emergency calls from the public;


· Dispatches calls for service via a computer or voice determining the  priority of the call, who and what type of response is warranted;

· Monitors multiple radio channels for officer safety and timely response to calls for service;
· Provides information to law enforcement personnel on warrants, driver’s license data, vehicle registration, property ownership, criminal histories and verification of identities, etc. by querying various law enforcement databases; 
· Communicates with other members or agencies via phone or electronic messaging on non-emergency calls and requests for information or services, such as forensics, K-9, flight, wreckers, etc.; 

· Generates and broadcasts BOLO (Be On The Lookout) announcements by radio and/or electronic means;
· Retrieves CJIS (Criminal Justice Information System) information; confirming the information retrieved is relevant and takes action;

· Performs other tasks as assigned or required.


KNOWLEDGE, SKILLS, AND ABILITIES:

· Knowledge of 10-Codes and signals;

· Knowledge of the geography of the County;
· Computer skills to enter and retrieve information from applicable computer systems, ensuring accuracy in entering data and retrieving information in a timely manner;
· Ability to elicit critical information from sick, injured, and/or highly emotional individuals, who may be in a stressful or life-threatening situation;
· Ability to accurately and rapidly carry out requests for information from deputies in the field;
· Time management skills to organize and prioritize inquiries, calls for service, tasks and special assignments;
· Inter-personal skills to demonstrate a congenial, respectful and productive behavior and attitude towards others in a working relationship and under difficult situations;
· Ability to think and speak clearly in emergency and non-emergency situations.
EQUIPMENT:

The member uses a variety of office and computer equipment and related software, including equipment and software unique to job responsibilities and operational requirements, such as:  MS Office, ACISS (Augmented Criminal Investigative Support System), CAD (Computer Aided Dispatch), DAVID (Driver And Vehicle Information Database), CJIS (Criminal Justice Information Services), Pinellas County GIS (Geographic Information System), Pinellas CARES (County Animal Rescue & Entry System), WEBEnforcer Mapping, Internet/Intranet, Vesta, Siemens, Knox Box phones, Motorola Radio, and FIN (Florida Interoperability Network).

EDUCATIONAL REQUIREMENTS:

The minimum level of education required to perform this job is a High School diploma or equivalent.
EXPERIENCE REQUIRED:

There is no minimum amount of total related experience required prior to starting this job.
CERTIFICATIONS/LICENSES/REGISTRATIONS REQUIRED:

A valid Florida driver’s license.  
CERTIFICATIONS/LICENSES/REGISTRATIONS REQUIRED AFTER SELECTION TO THIS JOB CLASSIFICATION:

· Must successfully complete instruction, coordinated by the agency, in Public Safety Telecommunication within 12 months in job classification.         

· CJIS certification within 6 months in job classification.
JOB REQUIREMENTS:

Problem-Solving Skills Required: Solve a variety of complex problems in the absence of technical guidelines or precedents.
Writing Skills Required: Ranges from completing forms using a few words or numbers, for example, taking telephone messages to writing standard documentation using established formats, or documenting work performed, actions taken or results by writing one or two brief sentences.
Speaking/Presentation Skills Required: Answers questions with a brief response or provide standard information to customers/citizens, visitors, callers, supervisors, or other members, i.e., direct people to offices, answer the telephone, convey summary instructions or results to other staff; interviews or discusses detailed information on the phone; frequently involving problems or complaints, including having to suggest a satisfactory resolution; negotiate with outsiders in sensitive and complex situations, hostage situations, in-progress emergencies, and/or involving a highly stressed caller.

Job Related Communication: The member has daily contact with members within their department, other agency departments, other organizations, and the public.
Planning and Scheduling: Some planning of the member’s own activities is required.
Difficulty of Work: Work consists of complex, varied, non-standardized tasks, requiring application of numerous laws, rules, regulations and procedures.
Assignment of Work: Supervisor provides general direction in following established practices and clear-cut policies.
Effects of Work Errors: Errors are detected within the office/work area in which they occur, possibly affecting work of others and requiring expenditure of time to correct.
SUPERVISORY OR MANAGEMENT RESPONSIBILITIES:

This position has no supervisory or management responsibilities.
WORKING CONDITIONS:

Physical Effort/Risk:

Work Position: On an average, the member spends app. 10% of their time standing, app. 10% of their time walking and 70% or more sitting.
Body Movements:

· Lifting: 




0-20 lbs.
· Lifting frequency: 



Some
· Bending: 




Some
· Pushing and/or pulling loads: 

Some
· Reaching over head: 


None
· Kneeling: 




None
· Crawling: 




None
· Climbing ladders: 



None
Mental/Visual Effort:
· Typing/CRT: 




Very Frequent
· Attention to detail: 



Very Frequent
· Monitoring equipment: 


Very Frequent
· Detailed inspection: 


None
· Transcription/proofreading: 

Very Frequent
Environmental Conditions:
· Exposure to temperature extremes: 
None
· Dangerous equipment: 


None
· Chemicals: 




None
· Noise: 




Some
· Noxious odors/fumes: 


None
Other Physical Effort/Risk:
· None
ADDITIONAL INFORMATION:

· This position is staffed 24 hours a day/7 days a week; duties are generally performed on an assigned shift, but the member may be called upon to continue to perform his/her duties on other shifts and/or at times directed.  
· A minimum typing speed of 25 words per minute and a minimum score of 80% on the written test are required.
SELECTION GUIDELINES:

Formal application, rating of education and experience, oral interview, background investigation, polygraph, and nicotine/controlled substance tests are required for all applicants.  Additionally, written and psychological evaluation, a credit check, physical abilities assessment, medical physical examination and job related tests may be required. The job description does not constitute an employment agreement between the employer and the member and is subject to change by the employer as the needs of the employer and requirements of the job change.

By signing below I am indicating I have read and concur with the above description of this job.
Approved:
__________________________________________
 _____________



Member signature




   
 Date

Approved:
__________________________________________
 _____________



Supervisor signature




 Date

Approved:
__________________________________________
 _____________



Bureau Commander Signature



 Date

THE PINELLAS COUNTY SHERIFF’S OFFICE IS AN AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER AND OFFERS EMPLOYMENT OPPORTUNITIES TO ALL PERSONS WITHOUT REGARD TO RACE, COLOR, RELIGION, AGE, SEX, NATIONAL ORIGIN OR MARITAL STATUS. WE RECOGNIZE VETERAN’S PREFERENCE AS PROVIDED BY LAW AND ARE COMMITTED TO A DRUG FREE WORK PLACE.

THE PINELLAS COUNTY SHERIFF’S OFFICE DOES NOT DISCRIMINATE AGAINST QUALIFIED INDIVIDUALS WITH A DISABILITY IN REGARD TO THE APPLICATION PROCESS, IN HIRING, ADVANCEMENT, OR OTHER TERMS, CONDITIONS, AND PRIVILEGES OF EMPLOYMENT.
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