
POTTAWATOMIE COUNTY

ENHANCED 9-1-1 

SYSTEM

DISPATCH SUPERVISOR

This is a highly responsible and rewarding public safety position. This individual will work a fulltime day shift and at times may be required to work more than eight (8) hours. This individual may be required to backfill or relive Telecommunicators on their scheduled shifts, day shift or night shift.  The Dispatch Supervisor must be knowledgeable in call taking, computer aided dispatching, and human resources. He/She must keep accurate records and demonstrate leadership skills. He/She will be paid annually commensurate with a salaried supervisor’s position. During the training period, the individual will work an 8-hour day shift. 

The Dispatch Supervisor will receive and process office administrative calls. He/She will 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 a CAD console equipped with multiple computer terminals, including 911 call handling, mapping and a radio console with multiple radio channels to dispatch police and fire/rescue units. He/She may monitor and control 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.  

SPECIAL REQUIREMENTS:
The Dispatch Supervisor must be an OLETS certified terminal operator or obtain operator certification before completion of the six (6) month probationary period.
The Dispatch Supervisor must be willing and able to perform all job-related travel associated with this position and be willing and able to work irregular hours, i.e., rotating shifts.

The essential functions in this job will vary, but may include the following:

· Assist in providing training for Telecommunicators

· Maintain work schedule for all Telecommunicators working in the PSAP

· Assist in maintaining payroll records 

· Assist with keeping inventory of office supplies and ordering replacements when necessary
· Assist in preparing annual budget

· Assist the Coordinator with mapping and addressing responsibilities 
· Assist the Director with any and all responsibilities relative to the Pottawatomie County Enhanced 9-1-1 System

· Assist with maintaining and updating Computer Aided Dispatch (CAD) System

· Operate radio communication equipment by receiving and dispatching radio messages; provide a communications link for personnel in the field or agency headquarters, other law enforcement officials and related emergency services 
· Operate teletype and computer systems to obtain information through the Oklahoma Law Enforcement Telecommunications System (OLETS), National Law Enforcement Telecommunications System (NLETS) or National Crime Information Center (NCIC). 
· Assist law enforcement agencies with validating their OLETS reports.

· Interpret and relay information to field personnel concerning wanted persons, violations of laws and other criminal activities. 
· Research criminal history information as required, including International Police Organization (INTERPOL) data available through the various systems. 
· Make immediate decisions on a wide variety of information received through various sources and disseminates to field personnel, agency officials and other law enforcement agencies as appropriate. 
· Maintain written records and logs of shift activities. 
· Disseminate data for outside administrators to analyze.

· Work with Public Information Officers (PIOs) to compose and release messages concerning accidents, emergencies, hazardous materials, incidents, weather conditions and similar situations to field offices, news media and other law enforcement, Emergency Management and other emergency services. 
· Monitor security within the PSAP and the entire communications center.  
· Provide coordination and problem solving between law enforcement agencies and fire departments during official operations. 

· Work with agencies to better develop guidelines for the PSAP

At a minimum:
1. Pass a thorough character and background investigation including the submission of fingerprints, as well as any physical, psychological, credit check and drug screening when asked to. 
2. Have a High school diploma or possess a G.E.D. preferably with some college. 
3. Type a minimum of 40 w.p.m. 
4. Be a United States Citizen. 
5. Be able to perform essential job functions, hearing and speaking clearly (reasonable accommodation may be made on a case-by-case basis). 
6. Have never committed, been involved in, or been convicted of a felony.
7. Possess good character, principles and reputation. 
8. Posses a strong work ethic and the ability to work in a fast-paced, rapidly changing, pressure packed environment.
9. Demonstrate excellent decision making, resource allocation, prioritizing and deployment skills. 
10. Process skills in leadership.
11. Have a working knowledge and ability to use MICROSOFT WORD, EXCEL, POWER POINT, ACCESS, INTERNET EXPLORER and OUTLOOK.

12. Process knowledge in basic call taking equipment, computer aided dispatch computers and two-way radios (800MHz and VHF) 
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