*
@223‘“‘” 911 Telecommunicator

Department Sheriff
Classification Grade 9

Reports to Communications Supervisor
Chief Deputy Sheriff
County Sheriff

Unit LELS-Non-Licensed Local #402

Supervises N/A
FLSA Status Non-exempt

Position Description

Operate a computerized telephone system receiving calls for emergency services and general
assistance. Receive and broadcast messages, instructions and information to emergency
response personnel over a computerized radio system.

Essential Duties and Responsibilities

e Receive and respond to all emergency and non-emergency calls including 911 calls from the
public, telecommunicator’s from other agencies and law enforcement agencies.

e QOperate radios to coordinate communications to monitor location and ensure safety,
provide on-going updates between officers and other departments and agencies. (Sheriff’s
office, police, ambulance, fire, DNR, State Patrol, surrounding counties).

e Utilize telephone system, ARMER radio systems.

Utilize and input accurate information into computer aided dispatch (CAD) software.

Process, evaluate and prioritize calls and dispatch appropriate response in a timely manner.

e Maintain status and locations of Sheriff’s Office, local police departments and other
emergency units at all times.

e Public point of contact for reporting crime, seeing officers and seeking help and referrals for
a wide variety of situations.

e Access, enter and maintain data in local, state and national databases including warrant
entries and protection orders.

e Function as field training officer (FTO) for new Telecommunicator’s.
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Qualifications and Knowledge, Skills and Abilities

Minimum qualifications

e High school graduate or equivalent.

e 2 years post-secondary education or work experience;
Or equivalent combination (equate to 2 years).

e Successfully pass a comprehensive pre-employment background check, contingent upon a
job offer.
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Knowledge, Skills and Abilities

o Knowledge: Microsoft Office suite (Word, Excel, Outlook) and computer systems relevant to
the work performed. County and departmental policies, procedures and practices. Federal,
state and local laws, rules and regulations relevant to the work performed. Hubbard County
geography, street and highway systems. Basic life saving techniques.

e Skills: Time management. English grammar, punctuation and vocabulary. Customer service.
Effective communication, both orally and written. Operate a multi-channel computerized
communication console with multiple computer terminals including phone and radio
systems.

e Abilities: Work nights, weekends and holidays. Attend training/meetings, on an as needed
basis. Follow established procedures and directives from supervisors. Prioritize and multi-
task to meet deadlines and maintain workflow. Maintain confidentiality and data privacy;
safe working environment. Establish and maintain effective working relationships. Make
decisions in response to emergency situations. Perform tasks simultaneously, function
under stressful situations.

Preferred Qualifications

e Education (post—secondary degree).

Work experience in communications.

Current certification in first aid, CPR.

Related training.

Education and/or work experience with computers.
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Physical Requirements

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time but not limited too. Jobs are
sedentary if walking and standing are required only occasionally and all other sedentary criteria
are met.

Note (Management Right)

The above position description is intended to represent only the key areas of responsibilities;
specific position assignments will vary depending on the business needs of the department.
Regular attendance on the job and the performance of other duties as assigned are required.
The County retains the discretion to add or change the contents of this position description at
any time.

Revision date 11/26/2025
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