
BERRIEN COUNTY 
JOB DESCRIPTION 

 

 
TITLE:  Assistant Director, Dispatch Center                        CLASS CODE:  3432 
 
DEPARTMENT: Public Safety Communication Center (911 Operations)      
 
GENERAL SUMMARY:  
Under the general supervision of the 911Director, assists in the management and 
administration of the Public Safety Communication Center.  Develops schedules to 
achieve efficient operations based on call volumes.  Manages dispatch center 
supervisors in oversight of daily operations.  Ensures compliance with all dispatch 
policies and practices.  Presents training for dispatch employees.  Executes payroll and 
other personnel related management duties.  Assists with policy development, 
equipment procurement and maintenance, and system upgrades.   
 
TYPICAL DUTIES: 
 

1. Implements work schedule for all dispatch staff, and approves time-off. 
2. Participates in related labor relations process, including development, negotiation 

and execution of collective bargaining agreements as assigned. 
3. Participates in employment interviewing and selection; manages and evaluates 

supervisors, assists supervisors on employee performance reviews and 
personnel issues; reviews staff evaluations and develops improvement plans. 

4. Coordinates and schedules training for all dispatch employees.  Develops, 
oversee and/or arranges necessary training programs, including documentation 
of required certifications.  Assures training certification compliance meeting 
Michigan standards.  

5. Assists in the development and oversight of policies and procedures for the 
department, including quality assurance. 

6. Assists in the coordination of maintenance and repair of all communications 
equipment, computer systems/networks and associated technologies. 

7. Performs direct oversight in departmental operation of Criminal Justice 
Information System (CJIS) functionality and compliance. 

8. Assists in oversight and maintenance of the 911/CAD database and controls 
inventory of communications equipment, computer systems/networks and 
operational supplies. 

9. Represents the department in meetings with the public, local units of 
government, various emergency service agencies and related groups to promote 
the effective delivery of dispatching services.  

10. Investigates complaints regarding dispatch operations; including discussions with 
involved parties, reviewing dispatch recordings and records, consults with 
Director, facilitates corrective actions as necessary, files written records and 
assists in providing appropriate follow-up to involved parties. 

11. Assists in the processing, maintenance, release, and destruction of departmental 
records, including submission of FOIA requests and lawful subpoenas. 

12. Assists in the development and implementation of new technology. 
13. Assists with the development of the departmental budget, monitors and assures 

proper execution of the finances of the department. 
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14. Prepares and presents statistical activity and other reports. Completes special 
projects as assigned by the 911 Director.  

15. Acts as 911 and Communication Center Director in his/her absence. 
16. Completes special projects and assignments as assigned by the Director. 

 
MINIMUM QUALIFICATIONS: 
 
Education: Associates degree in public administration, criminal justice, public safety, 
business/public administration, or field related to this position, and  
 
Experience: Three years of experience in public safety, preferably in a dispatch 
capacity, of which, two years supervisory experience is required. 
 
Berrien County, at its discretion, may consider an alternate combination of formal 
education and work experience. 
 
Special requirements: 

 Must be able to maintain certification as a Law Enforcement Information Network 
Operator and serve as department’s chief LEIN Terminal Agency Coordinator (TAC). 

 Must maintain Certification as an Emergency Medical Dispatcher and perform as 
EMD Quality Improvement Unit reviewer. 

 Knowledge of telecommunication systems is preferred. 

 Knowledge of Computer Aided Dispatch and mapping systems preferred.  

 Possession of a valid motor vehicle operator’s license. 

 Must be willing to work all shifts, including weekends and holidays.   

 Subject to call-in during off-duty hours. 
 
Other Requirements: 

 Ability to pass criminal and security background check. 

 Regular, Reliable and predictable attendance is required. 

 Ability to work well independently, in situations without supervision. 

 Ability to communicate well in verbal and written English. 

 Ability to differentiate colors and read maps, dispatch controls and protocol charts. 
 
 
This description is intended to describe the type and level of work being performed by a 
person assigned to this classification.  It is not an exhaustive list of all duties and 
responsibilities by persons so classified. 
 
 
 


