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  CITY OF BEEVILLE

TELECOMMUNICATIONS OPERATOR
	
	Job Title:

Telecommunications Operator
	EMPLOYMENT STATUS

	Department:

Police Dept.
	Regular         X                       
	Temporary      

	Grade: 3

Salary Range: $34,995 - $48,993
	Full-Time      X                    
	  Part-Time        [image: ]

	Reports To:
 
Administrative Asst. to the Chief of Police
	Exempt       [image: ]                    
	  Non-exempt     X


JOB DESCRIPTION

JOB SUMMARY:
Under general supervision, this position is responsible for answering emergency and non-emergency calls and for dispatching appropriate personnel.  Must be able to multitask in a fast-paced work environment. 

ESSENTIAL FUNCTIONS:


· Dispatch Police, Fire, Ambulance, and 9-1-1 Emergency Call
· Completes regular and special reports and maintains files, logs and records.
· Monitor public service radio frequencies; remains informed of location of field personnel and relays accurate information to field units.
· Dispatch units where and when needed; monitor bank, business and residential alarms; maintain log of 9-1-1 Calls and computer entries; make complaint card on all calls; makes entries and enters checks on TCIC/NCIC into computer; maintains complaint cards.
· Maintains log on Alarm Calls, updates key holder names and numbers, maintain daily log on type and number of alarm calls received maintain files on all pawn tickets received within the City limits and from other agencies, forward pawn tickets to outside agencies and department C.I.D.
· Dispatches for BISD Police, CBC Police, Animal Control, Water Department, Street Department/pages EMS & Fire for Bee County Sheriff’s office.
· Dispatch wreckers from a rotating on call list. Contacts on call JP’s when needed, on call CID, and K9. Sends out administrative text messages to administration regarding major instances.
· Contact the following when needed for power outages etc. contacts AEP, CenterPoint, Time Warner, TXDOT, and Signs Department.
· Collects payments for Municipal court warrants after hours, makes a receipt and collects the money order.
· Trace 911 phone calls when needed by contacting the cellphone provider; At&t, Sprint, T-Mobile, cricket etc. and has to fax in a work order to trace the phone call and or see who the cell phone belongs to name, address, latitude and longitude coordinates.
· Issues alarm permits, takes money order and issues the business owner or resident a receipt.  Bill alarm permit fees $50 business $25 residence. Bill excessive alarm calls per month. Mails out letters to businesses or residents that their alarm permits will expire.  Bill wrecker fees and contact wrecker companies for late payments.    
· Criminal Trespass-file all criminal trespasses in binders filed by location.      
· Knowledge of PSAP radio, TTY machine, Email, Fax, Phone landline and 911.                                                                        
· Inspects equipment for proper operation and reports malfunctions to supervisor.
· Test PSAP daily, 911 phones and TDD TTY testing which is required by the state, and we have to fax in the paperwork monthly to Bea Gabrillo with Council of Governments.
· UCR -complete and forward monthly Uniform Crime Reporting Reports to the state.                                           Validation.
· Maintain handwritten Funeral logs and turn it in at the beginning of each month to the utilities department.    
· Take calls for water department during the day when callers are unable to reach them. Also dispatch water department on call crew after hours.  
· Reset computers and radio equipment when power goes out. Dispatcher has to go outside to the closet and reset the radio console.      
· Essential personnel/First Responder required being on call in case of emergencies or disasters. Example Hurricane Harvey you are required to be at work depending on the situation.  
· Completes required training

BASIC FUNCTIONS:
· Secretary to all PD personnel. Interacts with the public on a daily basis in person at PD lobby or by phone.  
· Perform other work duties as assigned

           ESSENTIAL WORK HABIT:
•	Regular Attendance in a workplace environment.
· Alternating shifts                                                                                                                                                     
QUALIFICATIONS
     KNOWLEDGE, SKILLS AND ABILITIES

· Knowledge of radio and telecommunications equipment Police Radio, Computer, Teletype, and Copy Machine
· Skill in making decision in high pressure and emergency situations.
· Skill in planning, organizing, analyzing, decision making, and problem solving.
· Skill in oral and written communication.
COMPLEXITY/ SCOPE OF WORK
· The work consists of related emergency communication duties.  The necessity of responding to unforeseen and emergency situations contributes to the complexity of the work week.
MINIMUM REQUIRES FOR EMPLOYMENT
EDUCATION, EXPERIENCE, AND CERTIFICATION
· High School Diploma or G.E.D.
· Valid TX Driver’s License or available alternate means of transportation.
· Possession of or ability to readily obtain NCIC/TCIC certification.
· Possession of or ability to readily obtain TLETS/NLETS certification.
· Possession of or ability to readily obtain a TCOLE Basic Telecommunicator certification.
· Must pass a pre-employment drug screen and criminal background investigation 

PHYSICAL REQUIREMENTS: 
· Working conditions are primarily outside with frequent exposure to inclement weather
· Ability to move about an office or building.  Ability to transport self from building to 
building and to attend various functions and meetings at other sites either within or outside the City.
· Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate a computer, telephone and related equipment.
· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively.
· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to review a wide variety of materials in electronic or hardcopy form.
· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to function within the general office environment. (Standing/walking, sitting, lifting/carrying, pushing/pulling, reaching and bending).
alysis of Phy Demands of Position

NOTHING CONTAINED IN THIS JOB DESCRIPTION OR ANY OTHER MATERIALS OR INFORMATION DISTRIBUTED BY THE CITY OF BEEVILLE CREATES A CONTRACT OF EMPLOYMENT BETWEEN AN EMPLOYEE AND THE CITY.



The City also provides the following fringe benefits.

· BENEFITS
Medical Benefits are with BC/ BS - 100% Employer paid  
50% Medical dependent coverage
$50,000 Basic Life Insurance Policy – 100% employer paid
	EAP eff. 10/01/2024 

· TEXAS MUNICIPAL RETIRMENT SYSTEM (TMRS)  
· 5% contribution
· City Matches 2 to 1
· Vested after 5 years
· 457 Supplemental Retirement Plan
· 21 HOLIDAYS + 2 PERSONAL DAYS
· PAID VACATION/ SICK LEAVE (ACRUE 3.69 PER PAY PERIOD)
· VACATION BUY BACK (UP TO 3 DAYS PER FISCAL YEAR)
· PAID PARENTAL LEAVE 
· PAID TRAINING
· CERTIFICATION PAY 
· LONGEVITY PAY for all employees.



for the purpose of compliance with the Americans with Disabilities Act (ADA)
This job description does not take into account potential reasonable accommodations. 
The City of Beeville is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in employment or the provision of services.
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