JOB DESCRIPTION

HIDALGO COUNTY

FULL TIME DISPATCHER  



 04/2020

Position





 Date Issued

Hidalgo County Central Dispatcher  


 04/2020

Department





 Date Reviewed/Revised

Dispatch Director  



              Hidalgo County Manager
Report to





Authorized By

Position Summary
Under direct supervision, will be trained to receive emergency 9-1-1 and non-emergency calls, dispatch- law enforcement, fire, rescue, and provide emergency medical and fire pre-arrival instructions.  Provide and update responding emergency personnel with current information. Will be required to work various days, shifts, and overtime.

Position Responsibilities

Perform emergency communication services, twenty four hours a day, every day of the year, through the use of multi channel radio console. Monitor radio transmissions for eight (8) frequencies ensuring that all radio communications are properly working at all times. To learn the police, fire, and medical codes. Coordinate law enforcement units, medical units, and fire units to all emergency calls in a quick and efficient manner for maximum results and safety. Ability to maintain composure under stressful situations. Become familiar with the County boundaries and all roads throughout Hidalgo County. Maintain daily hand written radio logs for future reference as well as for court purposes.  This includes all radio transmissions for police, fire, and medical units. Maintain daily desk logs using the computer program excel for future reference.  This includes the nature of the calls, the unit(s) responding, and the disposition of the call. Analyze and direct emergency telephone communications for quick and efficient response to all agencies and public sections involved. To operate a complex 911 computerized telephone and mapping system.  This includes answering three (3) 911 land lines and (2) 911 wireless lines. To operate a Toshiba-delete telephone system. This includes answering four (4) administrative lines and ten (10)-delete intercom lines. Ability to operate the following systems National Crime Information Center (NCIC), National Law Enforcement Telecommunications System (NLETS), New Mexico Crime Information Center (NMCIC), and New Mexico Law Enforcement Telecommunications System (NMLETS). Ability to perform the following functions query, enter, modify, supplemental, locate, clear, and cancel using the nationwide and  statewide systems to ensure the safety of all law enforcement officers, other agencies, and the public. Provide law enforcement officers and other agencies with specific information mostly on an emergency basis regarding wanted subjects, missing persons, stolen vehicles, stolen articles, vehicle registration, driver’s license, aircraft registration, criminal history etc, by the use of the nationwide and statewide systems. Monitor all incoming teletypes. Each operator will be assigned job duties within the communications center. All operators will be expected to assist on the training of newly hired operators.  Report to work when called upon to work shift hours, weekends, holidays, and overtime if approved.  Work environment will be office setting and-delete with-add extended periods of sitting. Some travel will be required. Responsible for keeping the Communication Center clean at all times. To develop a productive work relationship with the Supervisor and other employees in the department. Follow all oral and written instructions.

 
III.      ADDITIONAL DUTIES.  Responsible for knowing and abiding by all department and County policies and procedures and performs all other duties as designated by the assigned supervisor.
Minimum Qualifications

Current and valid NM driver's license. Must pass a background investigation. Must not have a felony conviction. Must not have a DWI conviction within the past five (5) years. Must pass a pre-employment drug test.  

 
Skills, Knowledge & Abilities
Practical knowledge of standard procedures in a technical field that require extended training or experience to perform, such work as adapting equipment when this requires consideration of functioning characteristics of equipment; interpreting results of tests based on previous experience and observations rather than directly reading instruments or other measurers; or extracting information from various sources when this requires considering the applicability of information and the characteristics and quality of the sources.  Must be able to use sound judgment and reasoning ability as well as personal experience to respond appropriately to emergency situations. Must be mentally alert in order to change tasks or activities on a frequent basis. Must maintain mental alertness in order to adequately handle fast pace and high stress of job. Must be able to ask questions and listen to and follow verbal directions in English. Must be able to read and understand written and verbal direction in English. Must be able to communicate clearly with all co-workers and with the general public. 

Physical Demands

Must be able sit for up to four (4) hours at one time, up to sixteen (16) hours total per day. Must be able to stand/walk for short distance, up to a total of two (2) hours per day. Must be able to crouch, kneel and bend at the waist; twist/rotate at the waist on a minimum basis as needed. Must be able to reach arms away from the body or overhead to access dispatching equipment or manuals necessary to perform essential duties. Must be able to work with arms bent for up to four (4) hours at one time and up to sixteen (16) hours per day. Must be able to lift and carry for short distances paperwork or manuals weighing an estimated fifty (50) pounds or less. Must be able to use hands and fingers to grasp/manipulate equipment necessary to perform essential duties such as writing utensils, telephone, paperwork, and-delete manuals, and keyboards. Must have strong hearing and sight abilities in order to perform all essential duties.

Work Environment

Must be able to travel to attend conferences, educational seminars and other workshops as required or necessary. All essential duties are preformed indoors in a temperature-controlled environment. Worker primarily works alone. Dispatcher may be subject to verbal abuse from an irate, upset caller. Ability to maintain composure under stress under high pace situation.  

Equipment, Tools, And Material

Equipment used in performing duties include computers, multi-line telephone, multi-channel radio, headsets, enhanced emergency 911 equipment, recording equipment, facsimile machine, and photocopy machine. Materials and products include logs, various forms and paperwork, writing instruments and manuals regarding the use of equipment and emergency procedures including the use of software specific to emergency communications.

It is the policy of Hidalgo County to provide equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or veteran status. Appropriate accommodations, as required by the Americans with Disabilities Act, will be provided.

The above statements reflect the general details considered necessary to describe the essential functions of the job as identified and should not be considered as a detailed description of all work requirements that may be inherent in the job.
