Pottawatomie County E 9-1-1 System
Job Description

Dated March 13, 2008
Director
The Mission:

The mission of the Pottawatomie County E 9-1-1 Director is to act on behalf of the Public Safety Answering Point (PSAP), emergency responders, government entities and the Pottawatomie County Enhanced 9-1-1 System Advisory Board. He/She will oversee the maintenance and the continuity of the county addressing system; coordinate training, produce maps. He/She will ensure the flow of accurate information to emergency responders, post offices, phone companies, government offices and the general public as a part of the Pottawatomie County Enhanced 9-1-1 System Team. He/She will attend pertinent training sessions to stay abreast of the newest technology, and the newest challenges and changes in E 9-1-1. He/She should network with legislators, decision-makers, neighboring jurisdictions, agencies, vendors, and other 9-1-1 professionals. He/She will contribute to the development, implementation, reporting, and oversight of all 911 change Implementation policies, processes and procedures and should lead the E 9-1-1 team in achieving their goal to help save both lives and property and to save time in emergency responses in Pottawatomie County. He/She will be paid an annual salary commensurate with a salaried Enhanced 9-1-1 Director position.
Job Description Includes:

1. To be eligible to serve as the Pottawatomie County Enhanced 9-1-1 System Director, a person shall have:
a. A minimum of three (3) years call taking and dispatching or public safety agency experience;
b. Complete Basic Training Courses, within one (1) year of being employed, which may include but  not be limited to the following topics:

1) Telecommunicator role in public safety 
2) Overview of the police function

3) Overview of the fire function
4) Overview of the EMS function

5) Public safety telecommunications systems

6) Radio broadcasting rules and procedures
7) Public safety records systems

8) Enhanced 9-1-1 systems and operating procedures
9) Telecommunicator legal issues
OR
 c. Have certification in the APCO Institute 24-hour PST1, 6th Edition 54-hour public safety Telecommunicator basic training course, which is a course developed by the Associated Public-Safety Communications Officers’ Institute that was adapted to provide training in unique features of the emergency enhanced telecommunications network.  

Training modules include:

1) Introduction to Your New Career (roles and responsibilities of the position)

2) Interpersonal Communications

3) Telephone Communications Techniques: Call Processing
Telephony - Traditional Technology

4) Telephony - Emerging Technology

5) Telephony – TTY

6) Telematics

7) Computer Aided Dispatch & Related Technologies

8) Radio Communications Techniques

9) Radio Technology

10) Call Classification

11) NIMS Incident Command System

12) Liability Issues

13) Preparing for Your New Career (stress management)

d. Demonstrate an ability to work with diverse groups.

2. The Director shall 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 the applicant’s record.
3. The Director shall 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 (DUI) or driving while intoxicated (DWI) violations allowed on the driving record of the applicant. Moving violations will be reviewed by the Advisory Board with possible action being taken. 
4. The Director shall not receive direct or indirect income from a business or entity providing nine-one-one or public safety equipment or services in Pottawatomie County.

5. The Director shall sit on the Pottawatomie County Enhanced  9-1-1 Authority Board but will have no voting privileges. 
6. The Director shall be responsible for Defining Emergency Service Zones (ESZs) and Emergency Service Numbers (ESNs) for the 
E 9-1-1 service area and make necessary changes when required. The ESZs represent geographical areas having unique sets of characteristics that include: Law Enforcement Agency, Fire Protection Agency, Emergency Medical Service, jurisdiction name, and the primary PSAP for answering the 911 calls, with a specific number assigned to each zone. He/She shall oversee the mapping of the boundaries of each ESZ and provide boundary information to the emergency response agencies, and the various telephone companies and oversee production and updating of the ESZs and ESNs to provide accurate selective 
routing of calls and secondary transfer of calls within the network. The Executive Director shall coordinate information with the phone companies, emergency service responders within each jurisdiction, and with various city and county officials as needed.
7. The Director shall establish and maintain a constant avenue of communication with the wireless providers, the LECs and CLECs, operating within Pottawatomie County, to ensure the accuracy of the ESZs, ESNs, Master Street Address Guide (MSAG) and residential information. The Executive Director will request periodic reports from each phone company and coordinate a quality control check using the database maintained in-house.  All discrepancies should be investigated and any errors corrected promptly. Address information obtained by the E 9-1-1 Coordinator will be supplied to the respective telephone company right away. 
8. The Director shall provide assistance to the Mapping/Addressing Coordinator and when there is no M/A Coordinator will  maintain an accurate Master Street Address Guide (MSAG) for the E-911 service area. Make the MSAG available to all telecommunications companies that are facility based and that are reflected in the map book index. The Executive Director shall oversee the development and maintenance of a system to document the additions and changes to the MSAG, and submit any change to the respective telephone companies in a timely manner. The continuity of the county addressing system must be maintained in order for the E 9-1-1 addressing system to work effectively. The Executive Director will oversee the accuracy of the MSAG and work with telephone companies to validate accuracy when changes to the MSAG occur. 
The Director shall oversee the changes between county and municipal areas when annexations occur, or when changes in the street number plan, the community name or jurisdictional responsibilities occur. He/She shall oversee the maintenance of new street names and roadways added throughout the county and make changes when new areas are developed in jurisdictional and/or dispatching responsibilities; 
9. The Director shall oversee area address assignments in Pottawatomie County by providing assistance to Mapping/Addressing Coordinator (when one exists). The Executive Director shall oversee the assignment of addresses for the incorporated and unincorporated areas of Pottawatomie County and work with each town’s officials to maintain the continuity of the addressing systems in their jurisdiction. He/She shall adjust city, tribal and ESN boundaries as annexations occur, and work with the postmasters in all postal routes in Pottawatomie County.  The Executive Director shall oversee the mailing of verification letters to each resident when a new address is assigned and transmit a copy of any new address to the County Assessors office and to the appropriate postmaster.  He/She shall provide periodic reports to post offices, county offices, dispatch centers, and emergency response agencies, if they meet the criteria listed on the E 9-1-1 Confidentiality Policy.  An E 9-1-1 Confidentiality Policy is attached.
10. The Director shall provide assistance to Mapping/Addressing Coordinator (when one exists) in investigating and resolving any discrepancies in the database information and will process any E 9-1-1 error reports sent by the PSAP immediately. He/She will see that any changes to the verifications are sent to the property owner, post office, and appropriate phone company and/or to the assessor’s office as deemed necessary.  Send the PSAP a copy of the problem reports with the action taken to correct the mistake. Oversee the files of verification letters sent to residents and changes sent to telephone companies. 
11. The Director shall facilitates call handling agreements, inter-local agreements, resolutions and contracts with emergency response agencies, telecommunications companies, and other jurisdictions, as needed.  Work with legal council to review agreements, as needed.
12. The Director shall maintain a list of telecommunication companies (wireline, wireless, and Competitive Local Exchange Carriers (CLECs)).  Send a letter of explanation on how and where Pottawatomie County E 9-1-1 service fees should be routed weather it’s to the County Clerk for wireline providers or Central Oklahoma Economic Development District for the wireless providers. With the explosion of independent phone companies, both resellers and facility based, it is necessary to research what companies are working in the Pottawatomie County area, contact them and keep an accurate log of those companies. 
13. The Director shall coordinate with all wireless providers, LEC’S, CLEC’s, government agencies, and with the general public relative to 
E 9-1-1 issues pertaining to the Pottawatomie County PSAP:

1) Mediate E 9-1-1 geographic problems, boundary disputes, address assignments, addressing standards questions, 9-1-1 call routing issues, problems with addresses, etc.
2) Notification of changes and updates including: changes in street names, address ranges, boundaries, emergency service zones; or adding or deleting of streets; municipal annexations or de-annexations; structure number scheme changes; or changes of emergency service agency responsibilities.

3) Act as the focal point for Pottawatomie County for E 9-1-1 database and map questions.  

4) Oversee the assignment of new road numbers to maintain integrity of addressing scheme. Oversee the review of plats in housing additions for proper road names prior to city or county approval. 
5) Develop policies and procedures required for maintaining the E 9-1-1 data management system.

6) Oversee the maintenance of the E 9-1-1 system records related to the E 9-1-1 database, maps, and MSAG information for all jurisdictions.
14. The Director shall oversee the preparation and presentation of informational seminars to civic and community groups, including community outreach opportunities. He/She shall supply accurate information about the E 9-1-1 system while periodically providing training for new emergency responders enabling them to understand the county 9-1-1 addressing system.

15. The Director shall oversee the updating of map and database information as needed and supply current maps, paper and/or electronic, to emergency responders, US Census Bureau, and other court-appointed offices.  He/She will work with the Chambers of Commerce annually to produce an accurate county map.  

16. The Director shall aggressively pursue the improvement of Wireless 9-1-1 in Pottawatomie County and work with all the jurisdictions on a GIS Project to have one accurate map for the entire county. He/She shall pursue any new technology that will assist in quicker, emergency response times. This may include upgrading dispatch equipment and upgrading maps to GPS mapping to allow X-Y coordinates. The Director shall assist all jurisdictions in developing communication procedures. He/She shall work with legislators to change or modify statutes that may aid Pottawatomie County in the ability to afford the best enhanced 911 system. 
17. The Director shall oversee the historical data of the E 9-1-1 files, both paper and electronic.  Develop and document duplicate backup procedures to allow in-house and off-premise backups.
18. The Director shall be responsible for the proper maintenance and legal operation of the County 9-1-1 vehicles and the entire vehicle’s equipment.  As a driver, he/she is required to maintain a maintenance log, to have a current Oklahoma Drivers License, and to be certified through Emergency Vehicle Operation training.
19. The Director shall train and supervise PSAP employees who work with the 9-1-1 address databases, and develop individuals to enable them to perform all functions in the PSAP/ PSDP.
20. The Director shall establish PSAP safety procedures that will define and monitor safety procedures for all employees.
21. The Director shall establish an employee performance system for inside and outside employees.
22. The Director shall develop a system to notify all authorities of pertinent information about 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. He/She shall 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. The posting of these signs is vital for prompt emergency response and the public’s general safety.
23. The Director will provide a working annual budget to the Pottawatomie County Enhanced 9-1-1 Advisory Board by the June Board meeting.  
PASSED AND APPROVED this   13th   day of March, 2007

__________________________ 

Melvin L. Potter



Pottawatomie County    

Enhanced 

9-1-1 System Advisory Board          Chairman

Attest: ____________________________
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