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TITLE:      Public Safety Dispatcher   CLASS CODE: 6206 
 
DEPARTMENT:     PUBLIC SAFETY COMMUNICATIONS CENTER (911 Operations) 
 
GENERAL SUMMARY:      
 
Under the supervision of the Communications Center Supervisor, Shift Leader or other 
management staff; receives emergency calls and mobilizes the public safety services, 
executes proper emergency alerts and public warnings as required. Processes 
emergency, non-emergency calls for service, administrative calls, and computer 
messages. Performs general and clerical support duties as required.  
 
TYPICAL DUTIES: 
 
1. Answers pending emergency and non-emergency public-safety calls-for-service in a 

timely manner, over various telecommunication devices; based on operational rules 
and guidance, consistently analyzes and identifies the situation, and executes the 
best course of action. 

2. Efficiently and accurately gathers pertinent information on prescribed dispatch 
systems and alerts Dispatch staff, to achieve effective mobilization of public-safety 
resources; includes valid location/jurisdiction, call-type, priority level, remaining in-
contact with a caller during developing situations, executing emergency medical 
instructions to callers verbatim by prescribed format, and noting updates in real-time. 

3. Executes Dispatch protocols by mobilizing the appropriate public-safety services 
over radio or other authorized means, facilitates Unified Command communication 
operations, and continuously monitors radio channels, unit status and movements to 
maintain operational awareness of assigned areas. 

4. Operates Emergency Alert and Public Warning Systems as defined by protocol.  
5. Processes administrative calls and computer messages by answering questions and 

forwarding such information to the appropriate person or agency. 
6. Delivers messages by telephony, e-mail or automated notification system. 
7. Mobilizes special teams, towing services, utilities, public works or other vital support 

services during emergency events. 
8. Performs computerized Law Enforcement Information Network (LEIN) inquiries and 

entries via computer and radio. 
9. Prepares and maintains records in both manual and automated forms. 
10. Performs general and clerical support duties including filing, copying, data entry, 

word processing and greeting/processing visitors. 
11. Senior employees of this class may be designated to as a Shift Leader to assist or 

perform specific Communication Center Supervisor duties as assigned. 
12. Practices proper security measures of the facilities and departmental systems, 

including the safeguarding of confidential information. 
13. Appear in court as a witness to participate in proceedings regarding involvement in 

call-related cases. 
14. May be assigned to train staff in performance of new assignments. 
15. Performs other related duties as assigned. 
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MINIMUM QUALIFICATIONS: 
 
Education: High School Diploma or equivalent certificate. 
 
Experience: Minimum of one (1) year experience as a Dispatcher, performing Public 
Safety related telecommunications duties as outlined above, or a minimum of three (3) 
months experience as a Call-taker at BCPSCC. 
Special Requirements: 

 Valid Driver’s license. 

 No Felony Convictions. 

 Candidates must comply with audiometric testing and be able to maintain the 
audiology requirements set forth by National Emergency Number Association 
(NENA) standards. 

 Must be able to type 35 words per minute as administered through County 
Personnel department testing measures. 

 
DESIRABLE KNOWLEDGE, SKILLS, and ABILITIES: 
 

 General knowledge of the streets and principle locations in Berrien County and a 
background in Law Enforcement, Fire Science or Emergency Medical Response. 

 Ability to act quickly, accurately, perform more that one function at a time, work 
effectively with other staff and the general public under all conditions. 

 
SPECIAL EMPLOYMENT CONDITIONS: 
 

 Ability to communicate well verbally and in written English. 

 Ability to differentiate colors and read maps, dispatch controls and charts. 

 Must be able to master telephone system, departmental dispatch computer 
applications; includes 911/telephony devices, Computer Aided Dispatch (CAD) 
system, Geographical Information System (GIS mapping), and emergency 
notification systems. 

 Persons performing this type of service must possess the ability to concentrate 
and devote the attention necessary to work effectively at a pace that is dictated 
by the circumstances. 

 Must possess communication skills that allow for accurate critical information 
gathering when assisting the public involved in high-stress and/or life-threatening 
situations, remain professional at all times, and communicate concurrently with 
co-workers and customers. 

 Must develop the ability to effectively mobilize the appropriate public-safety 
disciplines, and relay well-refined “situational awareness” to responders. 

 Regular, reliable and predictable attendance will be required, to perform duties 
as assigned in a 24/7/365 service environment; be able to work different shifts, 
weekends, holidays and overtime as necessary. 

 Ability to sit/stand for long periods of time as an emergency situation may dictate. 

 Will not be able to schedule routine break periods. 

 An employee of this class will be required to successfully complete initial 
intensive and periodic training and maintain certifications to meet job proficiency 



BERRIEN COUNTY 
 

JOB DESCRIPTION 

Approved: January 2018 

 

requirements, as well as, receive random performance review ratings and 
guidance, that includes the acceptance of constructive critiques. 

 
This description is intended to describe the type and level of work being performed by a 
person assigned to this position.  It is not an exhaustive list of all duties by a person so 
classified. 


