13168
MAINTENANCE CLERK/DISPATCHER SUPERVISOR

KIND OF WORK:  This is responsible work in supervising the maintenance communications and dispatching operations of the employing jurisdiction to provide requested maintenance, repair information and/or services to the general public.
DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for planning, coordinating, and supervising the work of a communications and dispatching staff in a maintenance communications and dispatch message center. Work is performed in accordance with established policies and procedures under the general supervision of the Maintenance Management Systems Coordinator or other superior with considerable latitude for independent judgment and action in performing assigned duties and supervision is exercised over Maintenance Clerk/Dispatchers and other employees as assigned.  Employees in this class may be required to work a rotating shift.
EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Directs, trains, assigns and supervises subordinates in maintenance/clerk communications and dispatching operational procedures; develops policies and procedures; reviews service request orders and work orders for completeness and accuracy; acts as liaison between field repair crews and regulatory, governmental and other utility companies; prepares and retains records for third party billing; serves as contact person for third party billing; monitors and participates in maintenance/clerk communications and dispatching duties; calculates bills; processes difficult inquiries and complaints; resolves complex problems; prepares monthly schedules and shift assignments to insure the 24 hour, 7 day a week operation of a maintenance and dispatch message center; directs and participates in the operation of a computer aided dispatch system, base radio, and telephone; reviews and maintains a detailed log of customer complaints received; creates requisitions; provides technical assistance to subordinates; prepares statistical records and compiles reports; maintains a radio log for department vehicles; monitors security and burglar alarm systems; notifies crew chief, safety coordinator and/or standby crew of emergencies or accidents; utilizes an automatic vehicle locator (AVL) system to locate and dispatch repair and maintenance crews; contacts local law enforcement or medical emergency units to report vehicle accidents involving company vehicles; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of maintenance dispatcher operations; thorough knowledge of the employing jurisdiction's functions, organizational structure, personnel and the capabilities of repair and maintenance equipment; good knowledge of office management and supervisory principles and practices; good knowledge of communications and computer equipment; ability to train, supervise and evaluate the work of others; ability to assign and coordinate the work of subordinate employees; ability to recommend, formulate and implement departmental policies and procedures; ability to gather, understand and evaluate information and determine the appropriate action to be taken; ability to respond to routine and emergency situations; ability to speak concisely and calmly in a well modulated voice; ability to understand and interpret an Automatic Vehicle Locator system and relay information; ability to understand and interpret data pertaining to sanitary sewer overflows and relay information; ability to keep complex records; ability to prepare reports; ability to establish and maintain effective working relationships with public officials, other employees and the general public. 

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and a minimum of three years’ experience in the operation of computer, telecommunications and two-way radio communications equipment at the level of a Maintenance Clerk/Dispatcher; or a combination of education and experience equivalent to these requirements.  
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