
Communication Specialist 

Job Posting Date: March 14, 2019 

 

Agency Profile:  

Monroe County Central Dispatch is committed to providing one point of contact for all emergency 

situations in Monroe County.  Central Dispatch is staffed 24 hours a day with Communications 

Specialist and Supervisors to ensure that calls are handled with urgency, and ensure the proper 

agency responds as quickly as possible.  The staff is comprised of employees committed to serving 

the public during times of crisis, with courtesy and professionalism.  

Central Dispatch is the sole Public Safety Answering Point, for Monroe County.  Central Dispatch 

serves as the key communications link to our citizens, our visitors and our public safety, providing 

an effective method of accessing emergency services through professional and courteous public 

safety communication and dispatch services.  

Summary:  

Under the supervision of a Communications Supervisor, the purpose of this position is to receive 

requests for police, fire and emergency medical assistance from the public and dispatch these 

requests to the appropriate agencies.  

Employment Qualifications:  

Education: High School diploma or equivalent 

Experience: Data entry and computer use experience preferred; prior work experience with public 

safety dispatching desired.  

Licenses and Certifications: 

 Must possess a valid Michigan drivers license.  

 Must maintain performance certifications and minimum training standards required by State 

and Federal Guidelines.  

 Within 24 months from date of hire, must complete 80 hours of telecommunicator training 

course approved by the State 9-1-1 Numbers Committee.  

Other Requirements: 

 No violent or theft-related misdemeanor convictions.  

 No felony convictions.  

 Must complete Michigan LEIN operator training.  

 Maintain LEIN/NCIC fingerprint clearance.  

 Pursue continuous professional development for current trends in communications/dispatch 

and emergency service practices.  



Knowledge of: 

 Local roads, streets, and jurisdictional boundaries, locations of local hospitals, schools, 

public and private buildings, roadway constructions locations and detours.  

 Relevant equipment, policies, procedures, and strategies to promote effective local, state, or 

national safety operations for the protecting of people, data, property and institutions.  

 Laws, legal codes, government regulations, agency rules and regulations.  

 Knowledge of principles and processing for providing customer and personal services, 

including needs assessment.  

Skill In: 

 Giving full attention to what others are saying, taking time to understand the information 

being relayed, asking questions if appropriate, and not interrupting at inappropriate times.  

 Being able to prioritize situations and information, making appropriate decisions on when to 

self-initiate or seek guidance or assistance from a supervisor.  

 Actively looks for ways to help people and relays information to them in a clear manner, 

being aware of other’s reactions and understanding why they react as they do.   

 Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems.  

Ability To:  

 Type 35 works per minutes 

 Communicate information and ideas in writing and speech so others will understand.  

 Listen to  and understand information and ideas presented through spoken words and 

sentences.  

 Combine pieces of information to form general conclusions, often times under different 

levels of stress, circumstances and time frames.  

 Concentrate on a variety of tasks at the same time while maintaining a professional 

demeanor.  

 Work in a team and independently, accepting criticism and coaching from supervisors and 

peers.  

Physical Demands:  

 Hearing and speech sufficient to communicate in person or over the telephone.  

 Vision to read printed material, multiple computer monitors and distinguish colors.  

 Ability to use a variety of electronic equipment.  

 Ability to withstand prolonged periods of sitting.  

 Ability to climb, bend, stoop, lift 25 lbs, carry, push a cart and work in a normal office 

setting and use standard office equipment including a computer.  



 May drive a County or personal vehicle in the course of work.  

Working Conditions:  

 Works in dispatch center and office environment.  

 Works in an area with telecommunications equipment for prolonged periods.  

 Varying shifts in a 24-hour a day operation to include weekends, holidays, and irregular 

hours.  

 Compensated mandatory overtime is required.  

 High-stress environment, above-average noise level and sudden change in activity levels.   

 Lunch and breaks periods cannot be scheduled.  

 May be required to travel to other locations within and outside of Monroe County.  

Compensation: 

$16.15 / per hour plus fringe benefits.  

How to apply: 

An updated resume and completed application are required.  Apply to 

Meagan_Russell@monroemi.org or County of Monroe Human Resource Department, 125 E. 

Second Street, Monroe, MI 48161 
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