DATA BASE COORDINATOR
(Public Safety Communications)
DEFINITION 

Under general supervision, responsible for planning, developing, implementing, maintaining and evaluating the Public Safety Communication’s electronic data processing systems including their interfaces with State of Wisconsin systems, other County systems, users and the County’s Information Management Division. 

EXAMPLES OF DUTIES 

Run output reports and perform data queries as requested; maintain and update CAD files; run reports and data queries from CAD, TRAIN, telephony, Quality Assurance, and Priority Dispatch software; prepare and submit reports to document system problems, recommend solutions and request modifications to systems; keep abreast of proposed changes to reporting and/or source documents in conjunction with supervisors/managers; conduct training on new and existing applications for Department and user agency staff; develop and maintain user manuals; at the discretion of the manager, participate in meetings with State Officials, Information Management staff, Department and other County and non-county user staff to resolve problems of mutual concern; may install, remove and maintain computer hardware and software; create and maintain MABAS records.

EMPLOYMENT STANDARDS 

Education and Experience: Any combination of training and experience equivalent to an Associate degree in Information Management and one year of professional experience working with and supporting standard commercial software.  

Knowledge, Skills and Abilities: Knowledge of database principles and design; knowledge of data query principles and software; knowledge of computer hardware and software installation and maintenance; knowledge and substantial experience with microcomputer hardware and software operations and technology, especially MS office, and database tools; knowledge of large volume record keeping principles and practices; knowledge of training principles and practices; effective speaking, writing and interpersonal communications skills; ability to work effectively with a wide variety of individuals. 
Special Requirements:  Background investigations, including fingerprinting, will be part of the final selection process.  Normal work hours are 8:00 a.m. until 4:30 p.m., some irregular hours may be required (including early, late or weekend).
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