Pottawatomie County E911

Lead Telecommunicator/Trainer
The Lead Telecommunicator/Trainer position is responsible to the Director of the E911 PSAP and is directly supervised by the Administrative Assistant/Dispatch Supervisor in the operation of the facility. 

EXAMPLES OF RESPONSIBILITIES INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING EXAMPLES:

1. The Lead Telecommunicator/Trainer is responsible for dispatching police, fire, ambulance, and after hour utilities, and training all Telecommunicators in this knowledge.
2. The Lead Telecommunicator/Trainer is responsible for receiving all non-emergency and emergency calls, and training all Telecommunicators in this knowledge.
3. The Lead Telecommunicator/Trainer is responsible for typing all entries into the CAD system with regards to all calls received over the phone system or over the radio whether received from the public, police, fire, ambulance, or utilities, and training all Telecommunicators in this knowledge.
4. The Lead Telecommunicator/Trainer is responsible for maintaining current radio, phone, and internet operations ability. 

5. The Lead Telecommunicator/Trainer is responsible for maintaining current knowledge and legalities involving the operation and use of OLETS/NCIC computer, and training all Telecommunicators in this knowledge to prepare them for OLETS/NCIC operations and procedures.
6. The Lead Telecommunicator/Trainer is responsible for knowing the geography of Pottawatomie County in regards to all calls relating to police, fire, and ambulance, and training all Telecommunicators in this knowledge.
7. The Lead Telecommunicator/Trainer is responsible for identifying training needs and classes for Telecommunicators and to arrange said training. The Lead Telecommunicator will report directly to the Dispatch Supervisor in regards to these trainings and the costs involved.

8. The Lead Telecommunicator/Trainer will be the first step for the telecommunicator to have concerning complaints that they may have concerning job or other dispatchers.  Should the Lead Telecommunicator/Trainer be unable to resolve the problem then the Lead Telecommunicator and Dispatch Supervisor will meet to discuss the complaint.  Should after both Lead Telecommunicator and Dispatch Supervisor be unable to solve the complaint then it will go to the Director of 911 for his assistance.  Any complaints that are made against Lead Telecommunicator or Telecommunicator’s by officers or public though will still be referred to Dispatch Supervisor for investigation by radio, monitors, and phone traffic.
9. The Lead Telecommunicator/Trainer is responsible for any other responsibilities or   duties as deemed appropriate by the Dispatch Supervisor and or the Director of the Pottawatomie County E911 Center.

QUALIFICATIONS:

1. High School diploma or equivalent of a GED.

2. Will have at least two years of detailed dispatch experience, and has showed a leadership role in a dispatch center.

3. Will have and maintain a current Oklahoma Drivers License.

4. Will be able to receive and maintain OLETS certification when required to do so at appropriate time.

5. Will not have a criminal record.

6. Good computer skills with a minimum of 30 words per minute, and have moderate knowledge of Microsoft Word, and Excel computers, and internet concerning available trainings.
7. Will be able to multi task numerous calls.

8. Ability to work with different people, including but not limited to other communication staff, officers, firemen, ambulance, and utility workers.

9. Ability to communicate effectively with others using interpersonal skills and written and oral skills, ability to problem solve, have a high frustration/stress level.

10. Ability to work independently with minimum direct supervision.

Pottawatomie County E911

Lead Telecommunicator/Trainer
Employee Name: ______________________________________________________

Supervisor: ___________________________________________________________

Hire Date:  _______________________________

Evaluation Date: ___________________________     

Last Evaluation Date:  ______________________

Check Appropriate Box (es):

_______Employment Probation
_____ 3mo.
_____ 6mo.


_______Annual Evaluation
               

_______Disciplinary Probation

Other : 


Re-evaluate in   _________ months.

Unsatisfactory: Does not meet requirements of job

1. Below Average:  Needs Improvement, requirements occasionally not met

2. Average:  Consistently Meets Requirements

3. Above Average:  Very Good. Frequently exceeds requirements

4. Exceptional: Consistently exceeds requirements

Performance Area:







Score: (1-5)

1.
Job skill & Knowledge



1__
2__
3__
4__
5__

( Understands all work duties, procedures, and materials)

2.
Quality of Work




1__
2__
3__
4__
5__

(Meets establishes standards, accuracy, and completeness)

3.
Quantity of Work




1__
2__
3__
4__
5__  

(Productivity, skill, speed, volume of acceptable work)

4.
Use of Time




1__
2__
3__
4__
5__

(Works logically, efficiently)

5.
Interpersonal Skills



1__
2__
3__
4__
5__

(Ability to interact and work with peers, high frustration/stress level

ability to communicate effectively both written & orally

overall attitude)

6.
Attendance & Punctuality



1__
2__
3__
4__
5__

(Showing up for work and on time)

7.
Neatness and Housekeeping


1__
2__
3__
4__
5__

(Neatness in work area, and personal neatness & appearance)

8.
Dependability




1__
2__
3__
4__
5__

(Ability to meet requirement with minimum supervision


9.
Initiative




1__
2__
3__
4__
5__

(Resourceful, willing to adapt, flexible, willing to take on tasks

that need to be done without being told)

10.
Multi Task




1__
2__
3__
4__
5__

(Ability to do multiple duties at same time)

11.
Job Performance




1__
2__
3__
4__
5__

(Overall job duties in relation to operation of radios,

phones, inputting information into CAD system)

12.
Compliance with Centers Policies/Procedures
1__
2__
3__
4__
5__

(Understands Policies/Procedures, has knowledge and

good understanding)

PERFORMANCE APPRAISAL:

Accomplishment/Goal Met During Review Period:

Areas For Further Improvement:

These Areas For Improvement Can Be Strengthened By Doing The Following:

Goal/Objectives For Next Period:

EMPLOYEES COMMENTS:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I certify that this job performance evaluation has been discussed with me.  I understand that my signature does not necessarily indicate agreement with above evaluation

________________________________________


__________________

(Employee’s Signature)






(Date)

________________________________________


__________________

(Supervisor’s Signature)






(Date)  

1

