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COMMUNICATIONS OFFICER





KIND OF WORK:  This is supervisory work in the operation of central Public Safety Communications activities.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for supervising a Public Safety Communications System or unit, training public safety dispatchers, inspecting procedures, correcting faults of public safety dispatchers, maintaining time, work and clerical records for efficient communications operation and for participating in communications equipment operations on an arranged shift basis.  Work is performed under the general supervision of a public safety superior and the incumbent may be required to work a rotating shift. Supervision is exercised over public safety dispatchers.


                        


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.)  Supervises the activities of a Public Safety Communications system; sorts administrative cards in numerical order; prepares daily news data and records on tape to assist local media personnel; maintains computer files for NCIC and ACJIS; prepares daily reports of shift activities; maintains a log on wrecker, ambulance and fire alarms; monitors availability of units; checks recordings of the dictaphone tape recorder to insure that telephone and radio channels are functioning properly; relieves public safety dispatchers as necessary; enters information into and removes from the NCIC computer terminal regarding wanted persons, stolen articles, etc.; records the number of transmissions on police and fire channels and transfers information to daily activity report; evaluates the performance of public safety dispatchers; instructs dispatchers in operation of a computer aided dispatch system, telephone equipment, two-way radio, computer terminal, dictaphone recorder and proper communications methods and procedures; prepares monthly schedules and shift assignments; prepares necessary forms for daily operation of communications center; compiles statistical reports; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the proper methods of operating base radios, telephone equipment, alarms and other public communications equipment; ability to plan work of the communications center so that work may be accomplished on schedule and in an orderly manner; ability to supervise the work of other employees engaged in public safety dispatching; ability to operate a communications system under stress with accuracy and in a calm and efficient manner; ability to answer calls and questions; ability to understand emergency and essential operations involving the use of the communications equipment; ability to react quickly in the prompt placing and receiving of calls; ability to establish and maintain effective working relationships with employees and the general public.





MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school and a minimum of one year's experience at the level of a Public Safety Dispatcher II; or a combination of education and experience equivalent to these requirements.  





SPECIAL REQUIREMENT:  Employees of the City of Mobile must maintain current certification in the employing department's adopted telecommunications courses as follows:  Police - APCO (Association of Public Communication Officers) and ACJIS (Alabama Criminal Justice Information System); Fire - APCO (Association of Public Communication Officers) and EMPDS (Emergency Medical Priority Dispatch System).
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