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Pottawatomie County E 9-1-1 System

Job Description
 CAD / MAPPING PROGRAMMER 
The Mission:

The mission of CAD / Mapping Programmer (CMP)is to assist in maintaining the continuity of the county addressing system; assist in training; production of maps; and ensure the flow of accurate information to emergency responders, post offices, phone companies, the general public and other government offices as a part of the emergency E 9-1-1 system team.  Attend pertinent training sessions to stay abreast of the newest technology, and the newest challenges and changes in E 9-1-1.  Reports to the Pottawatomie County E 9-1-1 System Mapping/Addressing Coordinator and will network with neighboring jurisdictions, agencies, vendors, and other 9-1-1 professionals. The team’s purpose is to save time in emergency response to help save both lives and property in Pottawatomie County. He/She will be paid an annually salary commensurate with a salaried IT Programmer position. During the training period, the individual will work an 8-hour day shift. 
The CMP will receive and process office administrative calls. He/She may at times process enhanced 9-1-1 emergency and non-emergency calls from the public using a specialized telephone system. He/She may gather, classify and supplement pertinent information obtained from the caller and enter it into the computer aided dispatch (CAD) system. Operate and program consoles equipped with multiple computer terminals, including 911 call handling, CAD, mapping and a radio console with multiple radio channels to dispatch police and fire/rescue units. He/She will monitor, control and program a large number of public safety resources throughout Pottawatomie County. He/she may query and enter information (e.g., stolen articles, wanted persons, missing persons) from the Oklahoma Law Enforcement Telecommunications System (OLETS) and National Crime Information Center (NCIC) data files.  
The CMP provides a single point of contact, responsible for the following:
RESPONSIBILITIES Include:
1. Assist the Director and Mapping / Addressing Coordinator in defining Emergency Service Zones (ESZs) and Emergency Service Numbers (ESNs) for the Pottawatomie County E 9-1-1 service area and make necessary changes.  These ESZs represent geographical areas having unique sets of characteristics that include: Law Enforcement Agency, Fire Protection Agency, Emergency Medical Services, Community or City Name, and the Primary PSAP for answering the 911 calls, with a specific number assigned to each zone.  Assist in mapping the boundaries of each ESZ, providing boundary information to the emergency response agencies, and to the various telephone companies.  Assist in producing and updating the ESZs and ESNs to provide accurate selective routing of calls and secondary transfer of calls within the network.  Coordinate, through the Directors Office, information with the phone companies, fire departments within each district, with various city and county officials, and other emergency responders as needed.

2.      Assist the E 9-1-1 Director and the telephone companies (AT&T, McLoud Telephone, WindStream Communications, Pottawatomie Telephone and all CLECs and wireless providers) in our county to establish and maintain a constant avenue of communication to ensure the accuracy of the ESZs, ESNs, Master Street Address Guide (MSAG) and residential information.  Assist in performing a quality control check between those records and the database maintained in-house. All discrepancies should be investigated with any found errors corrected promptly. All address information obtained by the CMP will be supplied to the Mapping / Addressing Coordinator who will confirm and if necessary supply to the respective telephone company as soon as possible.
3.     The CMP will assist in maintaining an accurate Master Street Address Guide (MSAG) for the Pottawatomie County E-911 service area. 

4.     The CMP will assist in managing all area address assignments and will investigate and resolve any discrepancies for all of Pottawatomie County. He/She will assist in assigning addresses for all jurisdictions working with all officials to maintain the continuity of the addressing systems in their area.  Assist in adjusting ESN boundaries as annexations occur.  When asked, he/she will work with the postmasters in all postal routes in Pottawatomie County, send verification letters to each resident when a new address is assigned to them, mail or fax a copy of any new address to the County Assessors office and the appropriate postmaster.
 Assist in providing periodic reports
· to post offices, 
· county offices, 
· dispatch centers, 
· and emergency response agencies. 
5.   Advice only authorized individuals of address information, if they meet the criteria listed on the E 9-1-1 Confidentiality Policy. 

Send the PSAP a copy of the problem reports with the “action taken” stamp      explaining the results
Keep accurate files of verification letters sent to residents and changes sent to telephone companies. 
6.    Assist the Director in Facilitating call handling agreements, inter-local agreements, resolutions and contracts with emergency response agencies, as needed.

7.    Assist the Director and Mapping / Addressing Coordinator with interfacing between all telephone companies, government agencies, and the general public relative to 
E 9-1-1 issues including:

· Mediate E 9-1-1 geographic problems, boundary disputes; address problems, and 9-1-1 call routing issues.
· Changes and updates including 

1. Street names, 
2. Address ranges, 
3. Boundaries, 
4. Emergency service zones; 
5. Adding or deleting of streets; municipal annexations or de-annexations; structure number scheme changes;
6.  or changes of emergency service agency responsibilities.

· Assist local governments who have questions about the database and maps.   

· Assist in assigning new road numbers to maintain integrity of addressing scheme. 
· Assist in reviewing plats prior to approval by officials for proper road names.

· Assist the Director in developing policies and procedures required for maintaining the E 9-1-1 data management system.

· Assist in maintaining any records related to the E 9-1-1 database, maps, and MSAG information for the local government entities participating in the E 9-1-1 system, 

8.       Update map and database information as needed and supply current maps or electronic medium to emergency responders, US Census Bureau, and other court-appointed offices.  Work with the Chambers of Commerce annually to produce an accurate county map. 
9. 
Aggressively pursue improving Wireless E 9-1-1 in our county and work with all jurisdictions on a GIS Project to have one accurate map for all principles in the county.  Pursue any new technology that will assist in quicker, emergency response times. This includes upgrading dispatch equipment, communications and upgrading our maps into Global Position System maps to allow X-Y coordinates to display at each dispatch station. 

10.    
Maintain current and historical data of the E 9-1-1 files, both paper and electronic.  Assist in developing and documenting duplicate backup procedures to allow in-house and off-premise backups.

11.     Assist in training and supervising volunteer or paid assistants to work with E 9-1-1 addresses.  
12.     When ordered to do so, notify all authorities of pertinent information upon announcement of road closings and/or road openings in our county.  Notifications to be sent by fax, e-mail, pager, or telephone to the respective school district, postal service, Gordon Cooper Technology Center, all fire chief’s, ambulance service, radio station, newspaper, police department, sheriff’s office, and county commissioners secretary.

13.      Monitor road signs and notify the proper authorities when a road sign is missing.  Road signs are the responsibility of the city, town, or county commissioner district.  The posting of these signs is vital for prompt emergency response.

14.
Assist with Chamber of Commerce’s to produce the annual area map.  Provide updated map records.  Request two cases of maps free to distribute to the emergency responders in the area.

15.      He/She will have an Oklahoma State Bureau of Investigation background check performed before being hired and may be required to provide a drug test periodically. No felony arrest will be allowed on their record.
16.      He/She will have a current Oklahoma Drivers License. A drivers license check will be made before being hired and periodically there after. There will not be any Driving Under the Influence of drugs or alcohol or Driving While Intoxicated allowed on their driving record. Moving violations will be reviewed by the Director with possible action being taken. 
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