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COMMUNICATIONS TECHNICIAN I 
 

JOB TITLE  

Communica t ions  Techn ic ian  I  

SUPERVISOR 
RESPONSIBILITY  

None 

DIVISION/DEPARTMENT  

Po l i ce  -  Commun ica t i ons  

LOCATION  

P i t t sbu rg ,  KS   66762 

 

X  Fu l l - t ime :  40  Hours  

DATE WRITTEN  

04 /28 /2010  Rev .  05 /21 /15  

REPORTS TO 

Communica t ions  Superv i so r  

Admin is t ra t i ve  LT .  

SALARY  

$12 .93- - -$19 .99  

Grade  7  

EXPERIENCE 

High  Schoo l  d ip loma o r  G .E .D .  equ iva lency,  
p ro f i c i en t  t yp ing  sk i l l s  requ i red .   Exper ience  
in  an  emergency se rv i ces  commun ica t ions  
d i v i s ion  w i th  bas ic  knowledge  and/o r  
exper ience  w i th  the  use  o f  compute r  
sys tems ,  mu l t i - l i ne  te lephone  and 911 
sys tems ,  two-way rad io  sys tems  and  o the r  
re la ted  commun ica t i ons  equ ipment ;  o r  Any 
equ iva len t  comb ina t i on  o f  exper ience  and  
t ra in ing  wh ich  p rov ides  the  knowledge  and  
ab i l i t i es  necessary  to  pe r fo rm the  work .  

OVERTIME EXPECTATIONS  

As  requ i red  

OVERTIME PAY/TRAVEL REQUIREMENTS  

 

BENEFITS  

Per  Emp loyee  Manua l  

 
JOB OBJECTIVE: The Communicat ions Technic ian is  responsib le  for  prov id ing d ispatching serv ices to emergency 
serv ices prov iders  and publ ic  serv ice ent i t ies  dur ing the i r  tour  o f  duty.   Object ives inc lude receiv ing and 
process ing emergency and non-emergency requests  for  serv ice and re laying these requests  to the appropr ia te  
resources and serv ice prov iders .   Th is  pos i t ion requi res work ing a rota t ion of  var ious sh i f ts  and work days  
inc lud ing day,  evening and midnight  sh i f ts ,  weekends and hol idays.   

 
ESSENTIAL FUNCTIONS   
 
Ability to remain calm and focused in times of high stress to ensure proper resolution to emergency situations 
Answer all calls for service, both emergency and non-emergency received from the public, law enforcement agencies, City 
departments and other sources. 
Determine the nature and priority of the call for service and dispatch appropriate service providers to properly address the 
incident or request for service. 
Monitor and maintain communications with callers, field units and other responders to provide updated information concerning 
incidents identify additional assets that may be required to assist in resolving an incident and direct those resources to 
incident scenes as necessary. 
Provide direction and assistance to callers during emergency situations through the use of established communications 
practices, procedures and protocols until the arrival of personnel who can take control of the incident. 
Maintain records and information concerning crime reports, dispatch information, calls for service, business information, 
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contact persons and other official documents related to public safety communications in a timely and efficient manner. 
Provide information concerning general safety and personal security to the general public during situations such as crimes in 
progress, dangerous weather conditions, natural or man-made hazards and other similar situations. 
Provide local and regional information such as weather and road conditions to the public and other emergency services 
personnel. 
Performs all work duties and activities in accordance with City policies and procedures; works in a safe manner, follows City 
Safety policies and practices and adheres to responsibilities concerning safety prevention, reporting and monitoring. 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED 

Knowledge of: 
Proper techniques for receiving and handling telephone service requests; 
Operation of two-way radio systems to produce effective communications in accordance with Federal (FCC), State and 
Departmental rules and regulations; 
City streets and areas surrounding the City including the geographical layout of patrol beats or districts; 
Emergency services dispatching procedures; 
Departmental policies, procedures and organization; 
Computer aided dispatching (CAD) systems; 
Operation of multi-line telephone and 911 telephone systems’ 
Computer systems and job-related software operating systems. 
Ability to: 
Complete work thoroughly, accurately and timely  
Type accurately at 35 wpm with no more than a 10% error rate; 
Operate two-way radio equipment in a fast and efficient manner including times of high stress; 
Perform routine clerical work; 
Follow departmental guidelines and procedures related to emergency services dispatching; 
Exercise good judgment in handling and prioritizing calls for services and emergency situations under sometimes stressful 
circumstances; 
Establish and maintain effective working relationships with other employees and the general public; 
Communicate clearly and concisely both orally and in writing and prepare accurate and grammatically correct reports; 
Operate standard office equipment including a personal computer using software program applications appropriate to public 
safety dispatching; 
Operate specialized communications equipment required to carry out job tasks and assignments; 
Respond to citizen requests in a courteous and effective manner; 
Perform a wide variety of duties and responsibilities with speed and accuracy during times of stress and time-sensitive 
deadlines; 
Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks; 
Appropriately handle and maintain information of a confidential or sensitive nature. 
 
WORK REQUIREMENTS:  The environment characteristics described here are representative of those an employee 
encounters while performing essential functions.   
 
The primary duties of this class are performed in a fast paced, high volume call center environment frequently under high 
stress situations and demands. 



 
Detailed Job Description 

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this job. They are not 
intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified in this position. This job description is 
subject to change as the needs and requirements of the job change. 
 

Page 3 of 3 

 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 

Suff ic ient c lar i ty of  speech and hear ing, with or  without reasonable accommodation,  which permits the 
employee to l is ten and respond to radio transmissions and voice instruct ions;  to communicate 
ef fect ively in person, on the telephone and over a two-way radio;  abi l i ty  to hear sounds within the 
normal range of  hear ing (phone conversat ions, co-workers,  supervisors, radio traf f ic)  and to hear in 
the presence of  noise;  

Suff ic ient  vis ion, wi th or wi thout reasonable accommodation, which permits the employee to review a 
wide var iety of  wr i t ten and electronic mater ials  at  arm’s length or less (dis t inguish let ters and 
numbers) and to see in detai l  objects or  pr inted mater ia l  at  greater than arm’s length; 

Suff ic ient  manual dexter i ty,  wi th or wi thout reasonable accommodation,  which permits the employee to 
operate control  mechanisms such as radio knobs and other mechanisms requir ing f ine adjustments to 
posi t ion,  to handle a var iety of  records and f i les,  to type with speed and accuracy,  and to operate 
standard off ice equipment and a computer ;  

Suff ic ient  personal  mobi l i ty ,  wi th or without reasonable accommodation,  which permits the employee to 
stand or s i t  for  long per iods of  t ime, move between work stat ions, l i f t  up to 25 pounds, and work in an 
of f ice environment. 

 

 


