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]ﬁm Communications Officer

FLSA: Non-Exempt

C ampbell Reports to: Full-time staff as assigned

COUNTY * VIRGINIA Staff Supervisory Responsibility: No
Tradition Meets Tomorrow

General Service Areas/Conditions: Indoor office environment in a dispatch setting. Generally sedentary in
nature. Members must be available for work schedule assignment; including rotating shifts, weekends and
holidays.

Makes a daily difference in the Campbell County organization and locality through: hard work, open and
honest communication, ongoing improvement and accountability.

Performs with excellence, the following tasks, including but not limited to:

Receives citizen complaints and dispatches appropriate personnel in response including fire, rescue, and
law enforcement.

Receives and disseminates information via telephone, radio and computer system.

Uses Emergency Medical Dispatch protocol to classify Emergency Medical Services calls, provide patient
advice, and relay pre-arrival instructions.

Accesses records and other information from a variety of sources including, but not limited to, teletype and
computer terminals.

Maintains accurate logs of all events.

Conveys information to public concerning fire, rescue, and law enforcement.

Answers phones and handles requests for assistance.

Changes recording tapes.

Files appropriate records and written information.

Operates under periods of extreme stress.

Qualifications:

General knowledge of dispatching procedures

Requires graduation from high school or completion of GED equivalent.

Requires completion of National Incident Management System IS-700 and IS-100 within

90 days of employment.

Requires completion of National Incident Management System [S-200 within 120 days of employment.

Core Skill Sets:

General knowledge of the geography of the County and location of major landmarks.

Ability to type at a reasonable speed

Ability to work with the public in an effective and efficient manner.

Ability to speak English distinctly; work under pressure; read maps and determine locations;

pass a basic fire and rescue vocabulary course; to use sound judgment; to acquire and relay information
accurately.

General understanding and ability to utilize the County's adopted software platform.



Communications Officer |

Salary Band 3

FLSA: Non-Exempt

Reports to: Full-time staff as assigned
Staff Supervisory Responsibility: No

In addition to all items above:

. Successfully complete DCJS Basic Dispatching Courses.
Successfully complete a VCIN/NCIC Operator Course.

. Successfully complete CPR certification.
Successfully complete Emergency Medical Dispatch (EMD) Certification Course.

. Successfully complete all on-the-job training and be released on all consoles and equipment.
Successfully complete Public Safety Telecommunicator |

. Successfully complete Fire Communicator |

Continue training as outlined by supervisor



Communications Officer Il

Salary Band 3

FLSA: Non-Exempt

Reports to: Full-time staff as assigned

Staff Supervisory Responsibility: directly up to 5 employees
doing routine work in the absence of the shift supervisor.

In addition to all items above:

. Successfully complete DCJS Basic Dispatching Courses.

. Successfully complete a VCIN/NCIC Operator Course.

. Successfully complete CPR certification.

. Successfully complete Emergency Medical Dispatch (EMD) Certification Course.
Successfully complete all on-the-job training and be released on all consoles and equipment.

. Successfully complete Public Safety Telecommunicator |

Successfully complete Fire Communicator |
Continue training as outlined by supervisor



Communications Officer Il

Salary Band 3

FLSA: Non-Exempt

Reports to: directly up to 5 employees

doing routine work in the absence of the shift supervisor.

Responsibilities/Duties:

e Supervises operation of the Dispatch Center on their respective shift in the absence of the shift supervisor;
implements policies and procedures in the Dispatch Center; receives citizen complaints and dispatches
appropriate personnel in response including fire, rescue, and law enforcements; Assists Shift Supervisor
with shift schedules and vacancies

e Receives and disseminates information via telephone, radio and computer systems;

o Uses Emergency Medical Dispatch protocol to classify Emergency Medical Services calls, provide patient
advice, and relay pre-arrival instructions. Assists Shift Supervisor with Quality Assurance Program for the
EMD Protocols.

e Accesses records and other information from a variety of sources including, but not limited, teletype and
computer terminals; maintains accurate logs of all events; Assists with pulling tapes required for Court,
Citizen's request, etc.

Qualifications:

In addition to all items above in the COIl:

. Two years of service with Campbell County or with an equivalent Emergency Communications
Operation.

. Successfully complete ICS 300

. May perform duties as a trainer — including serving as role model, coach and teacher for trainees, under
the direction of the supervisor

. May perform duties as an Assistant Shift Supervisor —including leading shift in supervisor's absence,
assisting with shift schedules, training new employees, performing quality control reviews for EMD
calls.

. Must obtain a rating of “meets minimum standards” each year on performance appraisals.



Communications Officer IV
Salary Band 3
FLSA: Non-Exempt
Reports to: directly up to 5 employees
doing diversified or complex work.
Responsibilities/Duties:

o Performs responsible technical work on flexible shifts, dispatches equipment and other personnel in
response to emergency and non-emergency situations.

e Supervises operation of the Dispatch Center; Assists in the development and implementing of policies and
procedures for the dispatch center;

e Prepare and maintain shift schedule; Performs personnel evaluations and guidance of assigned personnel;
Access records and other information from a variety of sources including, but not limited to, teletype and
computer terminals;

e Uses Emergency Medical Dispatch protocol to classify Emergency Medical Services calls, provide patient
advice, and relay pre-arrival instructions.

o Performs quality assurance duties related to the Emergency Medical Dispatch Program-reviews EMD calls
for protocol compliance.

e Maintains accurate logs of all events; Files appropriate records and written information; Operates under
periods of extreme stress; Serves as the Emergency Operations Center Coordinator in the absence of the
E-911 Coordinator; Performs dispatch duties as required,;

Qualifications:

In addition to all items above in the COIlI:

. Be a Communications Officer Il with demonstrated competency.

. Successfully complete a basic supervision course within 6 months.

. Be willing to be on call 24/7.

. Must obtain a rating of “meets minimum standards” each year on performance appraisals.
. Desired: Previous supervisory experience

. Desired: Associate’'s degree in a related field



