COMMUNICATIONS SUPERVISOR

(PUBLIC SAFETY COMMUNICATIONS)

DEFINITION

Under general supervision of a Division Manager and direction of the Director of Public Safety Communications, performs technical and supervisory work and will plan, coordinate, schedule, assign and evaluate the work of personnel providing or supporting emergency communications for law enforcement, fire and emergency medical services. 

EXAMPLES OF DUTIES

Supervise dispatch personnel and direct and monitor dispatch activities to ensure prompt and appropriate responses to requests for emergency assistance in compliance with standard operating procedures; assign and schedule work; train employees on new or changed methods and procedures; directly make or effectively recommend personnel actions, including probationary decisions, discipline, performance evaluations and adjustment of grievances; assist with the development of budgetary recommendations and administration; identify system and equipment operational deficiencies and recommend potential solutions; maintain personnel and computer system records and procedures manuals; manage projects; perform other tasks as assigned.

EMPLOYMENT STANDARDS

Education and Experience:  Experience equivalent to high school graduation and  work as a Communicator for at least two years with Public Safety Communications.  Additional credit will be awarded for  previous supervisory or lead work experience (i.e., Acting Communications Supervisor).

Knowledge, Skills and Abilities:  Extensive knowledge of police, fire and emergency medical services dispatch procedures; knowledge of Federal Communications Commission rules and regulations; knowledge of Dane County geographic area; knowledge of the communications system, its equipment and proper operation; knowledge of proper arrangement of material for transmission, including priority of messages; possession of effective oral and written communication skills; ability to recognize equipment malfunctions and coordinate service or repair; ability to supervise others including adapting to scheduling problems on short notice and under other stressful conditions; and ability to establish and maintain effective working relationships with subordinates, police, fire and emergency medical personnel and the public.

Special Requirements:  Must be available to work evenings, weekends and holidays.  Background investigations, including fingerprinting will be part of the final selection process.  Must maintain current Wisconsin Transaction Information for Management of Enforcement System Advanced Certification, Emergency Medical Dispatch certification, Emergency Fire Dispatch certification and Emergency Dispatch – Quality certification.
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