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CONDITIONS OF EMPLOYMENT (minimum requirements - legal or contractual pre-
employment obligations and/or requirements, such as drug testing, background check, etc.) 
A background check may be required initially and periodically for an individual hired, 
transferred, reclassified, promoted, or currently working in this job. Appointment to or continued 
employment in this job is contingent upon a satisfactory background check which may include, 
but is not limited to: confirmation of a persons’ identity; review of criminal conviction records; 
verification of educational degree, license, or certificate required for the position; review of 
Department of Motor Vehicles records; Department of Justice fingerprint 
scan; and/or drug and alcohol testing as required and allowable by law.  
A satisfactory background check is defined as the absence of a criminal history record which 
bears a demonstrable relationship to the applicant's or employee's suitability to perform the 
required duties and responsibilities of the position. 
 
DISTINGUISHING CHARACTERISTICS 
Work involves the development of new guidelines and techniques, establishing criteria or 
developing new information where guidelines may not exist for all situations and considerable 
independent judgment, personal discretion, and resourcefulness are needed to interpret 
circumstances, and to make decisions in major areas where there may be uncertainty in approach, 
methodology, and interpretation. Errors at this level could lead to extraordinary costs, major 
litigation, destruction of property, loss of funding, or failure of the agency to accomplish its 
mission and may require the intervention of the agency’s executive director to resolve or may not 
be resolvable. 
This job is not part of a series. 
 
PHYSICAL DEMANDS, WORK ENVIRONMENT, AND OTHER REQUIREMENTS 
• Work is performed in an office environment 
• May be required to reach with hands and arms; sit; stand; talk and hear; use hands to finger, 
handle, or feel 
• May be required to lift/move up to 50 pounds (such as a box of paper) 
• Incumbent serves in an “on-call” capacity. 
• Must be able to work all shifts, weekends, and holidays for this 24-hour operation and be able 
to work mandatory overtime. 
 
KNOWLEDGE, SKILLS, ABILITIES, COMPETENCIES (minimum requirements) 
• Proficiency in English grammar, spelling, punctuation, and simple mathematical functions such 
as addition, subtraction, multiplication, division, percentages, ratios, etc. 
• Advanced knowledge related to the department or function, and general Agency operation and 
organization  
• Ability to detect errors, determine causes, and make notifications/corrections as appropriate 
• Proficient in the use of modern communications equipment, including multi-line phones, 
radios, and other dispatch equipment 



• Skill in operation of modern office equipment such as personal computer, facsimile, copiers, 
scanners and telephones 
• Skill in use of personal computer software and general software applications 
• Interpersonal skills necessary to develop and maintain effective and appropriate working 
relationships with customers, co-workers, and representatives of other agencies. 
• Knowledge of basic supervisory and employee management principles. 
• Knowledge of applicable employee rights, protections and avenues of appeal 
• Knowledge of applicable policies and procedures governing the agency, employment and 
separation of employees 
• Skill in assigning, prioritizing, monitoring, and reviewing work assignments 
• Skill in mentoring and training employees with varying educational backgrounds and aptitudes 
 
EDUCATION, FORMAL TRAINING, AND EXPERIENCE (minimum requirements) 
• Associate degree and 5 years of work in 911 Center operations experience showing progressive 
leadership skills in a management role. The qualifications listed above are intended to represent 
the minimum skills and experience levels associated with performing the duties and 
responsibilities contained in this job description.  
The qualifications should not be viewed as expressing absolute or promotional standards, but as 
general guidelines that should be considered along with other job-related selection of 
promotional criteria. 
 
CERTIFICATIONS, LICENSES (minimum requirements) 
• Must be able to pass the NENA (National Emergency Number Association) Hearing Standards 
for Public Safety Telecommunicators, as outlined in Document 54-002 and dated June 10, 2006 

•  CPR 
• Emergency Medical Dispatch Certification 
• LEIN Certification – Agency LASO, TAC 
• Follow Appropriate SNC Training Standards 
• Completed Leadership Course 

 
GENERAL SUMMARY 
Under the supervision of the Executive Director or their designee and as the second in command; 
assists the Director in overseeing and managing the CCE 911 Central Dispatch Authority. Assists 
the Director in planning, administering, and coordinating the activities of the agency. Acts in lieu 
of the Director when s/he is unavailable. This is an “at will” position, paid an annual salary. 
 
Primary function of the job is to coordinate general oversight of all dispatch staff and procedures, 
and may include day-to-day supervision and administrative representation for central dispatch.  
At times may also perform duties of a Dispatch Team Leader or an Emergency 
Telecommunicator. 
Employees must meet the minimum requirements, conditions of employment, and be able to 
perform successfully all essential duties and responsibilities with or without reasonable 
accommodations. 
Central Dispatch is a 24 hour operation, and, therefore, this position may require irregular hours. 
May also be required to work on-call in an emergency. 
• Skill in anticipating potential personnel issues and taking appropriate action 



• Ability to understand managerial policies and prioritize the needs of the unit. 
• Ability to remain calm in stressful situations and to manipulate calls when necessary to gain 
essential information 
• Ability to comprehend, process and apply both verbal and written skills appropriate to the job 
• Skilled in researching and resolving complex problems in order to ensure compliance 
• Ability to consistently demonstrate sound ethics and judgment 
• Ability to think analytically and apply sound judgment, solve problems, make effective 
decisions, and act with integrity 
• Ability to maintain the confidentiality of information and professional boundaries 
• Ability to use Agency resources effectively and efficiently 

PRIMARY DUTIES AND RESPONSIBILITIES (may include but are not limited to the 
following) 

• Provides direct supervision to Administrative Support Staff and all Dispatch Staff.  
• Responsible for hiring, promotions, corrective actions and terminations for all 

departmental staff.  
• Responsible for development, implementation and maintenance of technology systems to 

serve the 911 Center.  
• Responsible for establishing and implementing operational goals, policies and budgets 

for the department.  
• Develop and implement contingency plans and procedural plans for the agency. 
• Responsible for monitoring of the operations of agency’s public safety equipment and 

ensuring equipment is properly maintained in order to ensure the effectiveness of Center 
operations. 

• Supervises complaint investigations and works with the Operations to assure proper 
resolution of procedural violations.  

• Ensures Dispatch Employee Evaluations, Quality Assurance, Emergency Medical 
Dispatch Quality Assurance and Run Review programs are followed. 

• Responsible for special projects that include, but are not limited to, mapping, statistical 
analysis, report writing and forecasting.  

• Works with the Director to monitor expenditures and work within financial guidelines.  
• Acts in lieu of the Director when s/he is unavailable.  
• Acting liaison to the Office of Emergency Management. 
• Oversee and coordinate with CCE Partner Response Agencies and Vendors on software 

and systems in use at CCE Central Dispatch, including the use of CAD, Phones and 
Radio Projects 

• Responsible for approval and oversight of claims processing. 
• Responsible for approval and accuracy of agency payroll. 
• Responsible for oversight of accounts receivables and payables. 
• Responsible for oversight of banking and agency accounts. 
• Responsible for monitoring and administration of 401(a) and 457 Deferred Compensation 

Plans. 
• Preparation of various reports as directed. 
• Prepare for, and assist in, the annual financial audit. 
• Secure bids for equipment, services and capital projects. 



• Ensure that employee handbook and employee policies and procedures are followed. 
• Oversee Administrative staff scheduling. 
• Provide regular communications and notifications to Board and TAC members as 

directed. 
•  Assisting in the preparation, submission, monitoring and reporting of grants from grant 

agencies. 
• Represent CCE Central Dispatch Authority at meetings and presentations as directed. 

 

 

An employee in this position may be called upon to do any or all of the above tasks. These examples do not include 
all of the tasks which the employee may be expected to perform.    

(The above listing is intended to describe the general nature and level of work performed by personnel assigned to 
this classification and should not be construed as an exhaustive list of all job duties.) 

 


