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LINCOLN COUNTY SHERIFF’S OFFICE

Job Class Description & Specifications

Class Title:

Dispatch/Control Room Operator

Policy: 

106.08

Division:

Jail





Effective Date:
11/03

Department:

Sheriff





Revised:

07/24
GENERAL PURPOSE
Performs a variety of entry/working level duties related to dispatching/communication services for 911, single or multiple jurisdictions which may include: state and local public safety agencies, Highway Patrol, local law enforcement agencies, fire departments, ambulance services, search & rescue, and the Sheriff’s Office. Maintains absolute contact and interaction with units utilizing our dispatch frequencies. Also performs a variety of entry/working level duties related to the observation and monitoring of the Lincoln County Detention center, staff and prisoners through video cameras or direct supervision from the control room, operates the intercom system, and electronic door system. Deals with sensitive and confidential information and disseminates information in strict compliance with department policy, NCIC and NCJIS.

SUPERVISION RECEIVED

Works under the close supervision of the Corrections or Patrol Sergeant(s), and general supervision of the corrections deputies, Lieutenant, Captain, or Sheriff.

SUPERVISION EXERCISED

None, except that which relates to monitoring prisoners at the detention center.

ESSENTIAL FUNCTIONS

Supervises and observes prisoner conduct and behavior in the detention center from the control room or through the use of video monitoring equipment. Communicates with prisoners and staff through the use of the jail intercom system. Operates the control panel that allows access to jail doors throughout the detention center.

Immediately reports any suspicious or inappropriate prisoner behavior to the corrections deputies, keeps and maintains the security of the dispatch/detention center control room.

Assists the corrections staff with data entry and paperwork associated with prisoner admissions; bookings, searches, arrest/offense review, classification, housing assignment, risk assessments, medical assessment, arrest/offense records, statement of probable cause, reports, bookings, releases, maintains a complete log of prisoner event activities on the computer, and completes other reports as directed by supervision.

Keeps the control room secure and free from unauthorized personnel.

Maintains an accurate record of the whereabouts of all units on the dispatch frequency.

Briefs oncoming staff and maintains a complete accurate log of dispatch and jail activity.

Maintains a high level of professionalism using appropriate verbiage when communicating on the radio and telephone.

Communicates on the telephone and radio with composure, clarity, and competence.

Receives and promptly responds to all emergency 911 telephone calls from all areas in Lincoln County, including medical, fire, and law enforcement. 

Receives and evaluates incoming calls, determines whether emergency or routine and prioritizes each; determines who needs to respond to the call and relays instructions and questions.

Operates multi-frequency radio console, data terminals, computer and data recording equipment, teletype and other radio equipment.

Accesses data bases to obtain various kinds of information.

Monitors, transmits, and receives information over multiple radioed frequencies to detect and respond to emergencies, exchange information or provide dispatch services.

Maintains accurate dispatch records and logs.

Communicate with the receiving organization concerning the receipt and security of arriving patients/clients/prisoners to their facilities; follow local protocols in handling patients/clients/prisoners as they change location.

Receives initial complaints from citizens reporting criminal or civil activity and relays information to field deputies.

Responds to citizens requests for information or refers them to the appropriate agency.

Maintains a good working relationship with public, and coworkers.

Performs all other related duties as required.

MINIMUM QUALIFICATIONS

1. Education and Experience:
1. Graduation from High School;
1. No experience necessary;
C.
Must be 19 years old.

2. Knowledge, Skills, and Abilities:
2. Some Knowledge of modern office practices and procedures, grammar, spelling, punctuation, and basic report writing; basic first aid techniques and procedures, clerical processes and procedures; standard dispatch/office equipment, machinery, and computer operations.

2. Ability to communicate effectively both verbally, in writing, and on the radio; establish and maintain effective and professional working relationships with prisoners, the public, supervisors, co-workers, and other public safety agencies;   enter, transcribe, record, store, or maintain information in either written or electronic form; record messages from verbal information received by telephone conversation or personal contact; must demonstrate the ability to multi- task; evaluate information against a set of standards; operate radio dispatch equipment, CB radios or other emergency communication equipment; maintain composure and respond appropriately in stressful, emergency, volatile, or crisis situations; operate a multiline telephone system; perform research using the Internet and other computer-related sources; some typing skills; become CPR certified.

3. Special Qualifications:

3.  Must be able to complete emergency medical dispatch and 911 training; must be able to work 24 hour rotating shifts, week-ends, and holidays.

4. Work Environment:

4. Risks found in the typical office/control room setting, which is adequately lighted, heated and ventilated, e.g., safe use of equipment, avoiding trips and falls, observing fire and emergency evacuation procedures, etc.

B.
Some walking, standing, bending, carrying items such as papers, books, equipment; driving an automobile, and sitting for prolonged periods in a secured setting.

Considerable exposure to stressful situations as a result of human behavior. Many functions of the work pose a high degree of stress and uncertainty because of human behavior under emergency conditions. Constant exposure to stress caused by fluctuating workloads, shift changes, rotating assignments, and dealing with people under crisis situations. Emotional, physical readiness and conditioning are a essential requirement of job retention.

May be required during prolonged emergency situations to work without sleep for extended periods.

Varying levels of mental application required, i.e. memory for details, emotional stability, discriminating thinking, creative problem solving, and continuous use of motor skills.
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