
Town of Tilton

Job Description: Communication Specialist, Full Time, Hourly, Non-Exempt
May 7,2014

POLICE DEPARTMENT COMMUNICATION SPECIALIST

JOB SUMMARY

The communications specialist occupy critical positions in that they provide for officer
safety during various enforcement actions and are the first point of contact with residents
who telephone both in emergency and non-emergency situations. These are non-sworn
positions.

Performs a variety of routine clerical, administrativeand technical work in receiving and
dispatching routine and emergency information;keeping official records; and assisting in
the administrationof the standard operatingpolicies and procedures of the dispatch
center.

SUPERVISION RECEIVED

Works under the close supervision of the Division Commander, Watch Commander,
Patrol Supervisor and the Police Chief.

None.

SUPERVISION EXERCISED

ESSENTIAL DUTIES AND RESPONSIBILITIES

It should be noted that theposition description reflects illustrative examples of
workperformed. It is descriptive, not limiting, and is not intended to describe all
the work performed Reference Commission on Accreditationfor Law
Enforcement Agencies, Inc. (CALEA) Sections2L2.1-a; 21.2.2.
Monitors telephones andradio in thedispatch center, answers all incoming calls
and ascertainsnature ofcall, gathersall necessary informationto transmit or
relay;

Dispatches police andother response vehicles for emergency responses;
broadcasts nature, location and timeof incident; contacts all required personnel
andother local concerns such as the fire department in the event of an emergency
situation; ensures thepresence of reserve units by contacting personnel designated
for call-back; relays informationas required;
Maintains log on radio and telephone communications, location of personnel and
equipment; in the eventof an emergency situation, maintains on-going contact








