JOB POSTING

Public Safety Telecommunciator/Dispatcher

The South Worcester County Communications Center is accepting applications for purposes of
assembling a hiring list for current and potential future part-time and potential future full-time Public
Safety Telecommunicator positions. Applicants must be willing to work any and all shifts including
nights, weekends, and holidays. Part-time applicants will be expected to work regularly scheduled
weekly shifts as well as fill-in for sick/vacation leave. A minimum of 12 hours per month will be required
to maintain part-time status.

The SWCCC serves the Towns of Webster and Dudley and is a state of the art, facility in the Webster
Police Department that opened in November, 2014. The Center is staffed by a minimum of two Public
Safety Telecommunicators 24/7/365. The Center handles an average of 90 calls for service per day, or
roughly 32,500 calls for service per year.

Job Description

Provide emergency and non-emergency police, fire and medical telecommunication services to the
public by answering emergency 911 calls and dispatching the appropriate personnel and equipment.
Maintains an accurate status of all emergency response equipment and personnel to ensure prompt and
accurate response. This equipment includes but is not limited to police, firefighting, hazardous
materials, wild land firefighting, technical rescue, and ambulance services. Serves as a coordination and
communication center for Highway, Water, Sewer, and other Town Departments.

Minimum Qualification

Applicants must be at least 18 years old. Excellent verbal, writing, and typing skills. A minimum of a high
school diploma or any equivalent combination of education and experience. Strong computer skills,
ability to multi-task, and ability work professionally under high stress conditions is required. Applicants
must have a valid driver’s license

Preferred Qualifications
Previous dispatching experience in police, fire, or emergency services a plus. Certifications in CPR, First
Aid, MA E-911, CJIS, and PowerPhone EMD, APCO PST 1 or equivalent are preferred.

Salary
Current starting rate for Part-Time is $16.50 per hour plus differential and for Full-Time is $21.44 per
hour plus differential. Part-Time employees are not eligible for employment benefits.

Application Process
Applications and full job description are available online at www.swccc911.net or in person at the
SWCCC, 357 Main St., Webster.

Applicants must successfully pass a CritiCall pre-employment examination and a CORI check. Applicants
will be contacted to schedule their pre-employment exam.

Applications along with résumé and cover letter must be hand-delivered to SWCCC, Attention Director
Lynskey by Monday, November 30, 2015 at 12:00 hrs. Applicants who do not submit a complete
application packet with noted attachments will not be considered.


http://www.swccc911.net/

SOUTH WORCESTER COUNTY COMMUNICATIONS CENTER
PUBLIC SAFETY TELECOMMUNICATOR

POSITION DESCRIPTION

POSITION: PUBLIC SAFETY TELECOMMUNICATOR DISPATCHER
JOB STATUS: CIVILIAN EMPLOYEE

GENERAL STATEMENT OF DUTIES AND RESPONSIBILITIES:

The primary purpose of this position is:

Provide emergency police, fire and medical telecommunication services to the public by
answering emergency 911 calls and dispatching the appropriate personnel and equipment.
Maintains an accurate status of all emergency response equipment and personnel to ensure
prompt and accurate response. This equipment includes but is not limited to police, fire
fighting, hazardous materials, wild land fire fighting, technical rescue, and ambulance services.
Serves as a coordination and communication center for Highway, Water, Sewer, and other
Town Departments.

The organizational location of this position is:

South Worcester County Communications Center
357 Main Street
Webster, MA 01570

DUTIES AND RESPONSIBILITIES:

Provides emergency 911-call taking and dispatching services.

Determines the nature of the emergency in accordance with established guidelines.
Determines the proper response agency and services to be rendered based upon the 911 call
received, and dispatches the correct emergency forces based upon the information received
and 911 center checklists. Maintains a constant liaison with the scene of the emergency.
Transmits and/or relays requests for mutual aid through the appropriate mutual aid town 911
center and transmits these requests to/from the Incident Commander. During periods of
multiple emergencies, uses independent judgment to determine which calls need immediate
attention, or when different equipment is required due to emergencies in progress (call
stacking). Additionally, prioritizes multiple emergency and non-emergency calls to determine
appropriate response levels, based on the needs of the emergencies in progress. Performs



crisis intervention with distraught emergency callers during high-risk situations until emergency
units arrive on scene, in accordance with guidelines established locally. Coordinates with
appropriate agencies in response to mutual aid requests, in accordance with locally established
protocols.

Standards:

A. Prioritizes incoming phone calls to ensure emergencies are handled before routine requests
for assistance.

B. Answers 911 calls and dispatches appropriate agencies and vehicles, in accordance with
established guidelines.

C. Determines next available emergency vehicles to respond when vehicles on the run plans
are being utilized for another emergency already in progress using independent judgment.

D. Maintains in constant contact with emergency responders during routine and emergency
situations.

E. Handles requests for providing or receiving mutual aid by contacting the appropriate
agencies and making arrangements.

F. Remains fully alert and attentive at all times during the period of assigned tour of duty.

Performs Emergency Medical Dispatch (EMD) services to callers with medical emergencies.

Dispatcher verifies the location and call back number for a medical patient, and determines
the severity of the emergency situation using established guidelines. Determines the significant
facts relating to the victim in accordance with established protocols. Maintains continuous
contact with the caller (when appropriate) during emergency situations and may give
instructions regarding what to do, or not to do, prior to the arrival of fire department and police
personnel if it is appropriate to do so. Assists the supervisor in the training of new/relief
dispatchers, in accordance with established guidelines.

Standards:

A. Utilizing appropriate checklists provided, determines appropriate procedures for callers to
perform during medical emergencies.

B. Uses judgment when initiating an immediate and accurate/appropriate level of medical
response required, including fire units, ambulance, life flight, etc, in accordance with
established checklists.



C. Maintains contact with the caller to provide additional assistance, while maintaining a calm
demeanor at all times.

Maintain maps, checklists and charts, including automated programs.

Maintains an automated activity log of all significant daily events, vehicle movements,
emergencies, processes, or notifications received through the E-911 center. Maintains an
electronic log of all activities, according to locally established protocols. Maintains and is fully
proficient in the use of checklists used during emergencies. Maintains proficiency in the use of
computerized mapping programs used during search and rescue and hazardous materials
operations. Informs the Center Supervisor/Director and/or on-duty shift supervisors of any
equipment outages.

Standards:
A. Accurately maintains maps, logs, checklists and charts, including automated programs.

B. Enters data into the daily log program in a manner that is easily understood. Information is
accurate and provides a clear picture of vehicle movements and daily activities.

C. Utilizes grid maps and provides accurate information to emergency responders regarding
exact locations of emergency incidents.

D. During emergency situations, utilizes the correct checklist for the incident to ensure all
actions are accomplished in accordance with published guidelines.

Operates and maintains telephones, automated data processing equipment, printers,
recorders, facsimile equipment, and other devices installed in the communications center.

Monitors radio and telephone communications with police, fire, medical, and other
applicable field units to assure resources are available during emergencies. Receives, relays,
and transfers phone calls and messages for police, fire, and other governmental agencies as
needed. Maintains and operates computerized systems, including the computerized recording
system, the hazardous materials information system, and the automated public safety database
management system (Including the IMC system or other program as determined by the
Operations Board).

Standards:

A. Monitors all telephones and radios, ensuring constant communications with the public and
emergency responders.



B. Answers routine telephone calls, takes messages, and transfers calls in a calm and
courteous manner.

C. Receives information, according to established guidelines, regarding fire danger rating, and
provides this information to operations personnel in a timely fashion. Obtains weather
forecasts as needed for special operations.

Prepares and maintains reports and records relating to emergency responses.

Prepares reports for the utilized database management system (IMC or other as
determined), using correct codes and categories in the preparation of the report, in accordance
with established guidelines. Records and maintains other local, state, and national reporting
data information for the appropriate agencies according to established guidelines. Receives,
documents, and informs all personnel of weather warnings, advisories and conditions, utilizing
the appropriate Internet weather sites or other available sources.

Standards:

A. Enters all emergency responses in the Information Management System database,
ensuring all data is accurate and entered in a timely manner. Particular attention must
be given to the correct response codes.

B. Enters all emergency responses in the database management system, ensuring all data
is accurate and entered in a timely manner. Particular attention must be given to the
correct response codes.

C. Accurately enters all medical/patient information into the database management
system, in a timely fashion.

D. Monitors local weather conditions and provides updates to the Incident Commander
during emergency situations.

Other significant facts pertaining to this position are:

1. Individual must obtain Massachusetts Enhanced 9-1-1 Course. Individual must
obtain and maintain First Responder and CPR certification. Individual must obtain
and maintain NCIC, LEAPS, and related certifications. Individual will also receive
lock-up training to include but not be limited to; suicide prevention, application of
restraints, emergency and fire suppression, equipment, and policy and procedures.
Other trainings may also include but not be limited to: MPTC Reserve Intermittent
Academy or its equivalent, Emergency Medical Dispatch Certification, Massachusetts
Emergency Medical Technician — Basic, Proboard or International Fire Service



Accreditation Congress Certification as a Telecommunicator, Level I, Hazardous
Materials Awareness and Operation Levels are preferred.

2. Individual is required to work an alternate work schedule, which requires an
uncommon tour of duty (including weekends and holidays).

3. Individual is required to perform critical services regardless of weather conditions
and report to the duty station at the regularly scheduled work time.

4. May be recalled to duty for major disasters or conflagrations, or stay over until an
emergency has been terminated or until properly relieved by a qualified dispatcher.

5. Works in close harmony with supervisors, co-workers and other municipal
departments during day-to-day routines and during emergencies. Is required to
maintain good working relationships with all agencies, maintaining a consistently
courteous attitude at all times. Keeps calm and cool during emergency situations.
Dispatcher makes frequent contact with the public, town departments, elected and
appointed officials of the communities represented by the regional center.

6. Performs other Communications Center related tasks, such as prisoner watch or
other duties required by the Supervisor/Director and/or Operations Board.

7. Individual must participate in exercises by relaying accurate information, must be
resourceful and alert to adequately perform duties, must participate in recurrent

proficiency training, as directed, and must maintain confidentiality of sensitive or
CORI information.

RECRUITMENT KNOWLEDGE, SKILLS, AND ABILITIES:

1. Knowledge of communications operations, public safety operations and procedures,
and the Incident Command System.

2. Knowledge of and reasonable proficiency in basic computer operations to include word
processing, retrieval and input of data. A qualified typist is not required.

3. Knowledge of location and availability of emergency apparatus, the kind of apparatus
and equipment needed for the emergency at hand.

4. Knowledge of Regional Dispatch communities’ street layout.

5. Ability to effectively communicate both orally and in writing using a calm and stable
demeanor while dealing with emergency situations, particularly situations not clearly



defined by precedent or established operating procedures. Also, an ability to deal
effectively with individuals under stress.

6. Ability to work independently without immediate supervision.

SUPERVISORY CONTROLS:

The Communications Center’s Supervisor/Director, Operations Board and Board of Directors
will work in conjunction to assure the smooth operation of the Communications Center.
Policies and standard operating procedures will be developed by the Boards. Individual is
expected to follow established guidelines. Works under the general supervision of the
Supervisor/Director or his/her designee and performs duties in conformance with the center’s
operating rules and regulations. Work is spot checked and evaluated through observance of
performance during emergency situations and review of work performed. Errors in judgment
will be immediately noticeable and might result in loss of life and/or serious injury, damage to
persons or property, and financial or legal repercussions. Person must act independently and
spontaneously in receiving, passing on, and recording messages received in the 911
Communications Center.

GUIDELINES:

Guidelines include Massachusetts General Laws, the South Worcester County Communications
Center’s policy directives and instructions, standard operating procedures, manufacturer’s
booklets, maps, diagrams, specifications, Specific guidelines are provided, however; in some
situations they have gaps in specificity, and will require the incumbent to use independent
judgment in interpreting and applying these guidelines to emergency situations.

FUNCTIONAL REQUIREMENTS:

Light lifting (under 15 Ibs.), light carrying (under 15 Ibs.), reaching above shoulder, use of
fingers, ability for rapid mental and muscular coordination simultaneously, ability to distinguish
basic colors, and the ability to hear (hearing aid permitted).

NOTE: If it can be otherwise accommodated a specific physical condition or impairment will not
automatically disqualify a candidate.

ENVIRONMENTAL FACTORS:

Working closely with others, working alone, constant noise and visual stimulation (radio,
computers and fans)



MINIMUM QUALIFICATIONS:

A minimum of a high school diploma and previous dispatching experience in police, fire, or
emergency services; or any equivalent combination of education and experience.



9-1-1 South Worcester County
mE((( »)))E MS Communications Center

POLICE

357 Main Street ¢ Webster, MA 01570 ¢ 508-943-1212
Serving the Towns of Webster and Dudley, Massachusetts

Gregory Lynskey, Communications Center Director

APPLICATION FOR EMPLOYMENT

We consider applications for all positions without regard to age, race, color, religious creed, national origin,
sex, sexual orientation, age, criminal record, mental illness, handicap/disability, or any other legally protected
status pursuant to Massachusetts Fair Employment Practices Act, and other relevant federal, state, and local

PLEASE PRINT
Position(s) Applied For Date of Application
How did you learn about us?
O Advertisement O Friend O Walk-In
O Employment Agency O Relative O Other
Last Name First Name Middle Name
Address Number  Street City State Zip Code
Telephone Numberf(s) Email Address Social Security Number
Are you under 18 years of age? 0O YES O NO
Have you ever filed an application with us before? O YES O NO
If yes, give date
Have you ever been employed with us before? O YES O NO
If yes, give date
Are you currently employed? O YES CONO
May we contact your present employer? CJYES [INO

Are you prevented from lawfully becoming employed in this country COYES CONO
because of Visa or Immigration Status?
Proof of citizenship or immigration status will be required upon employment.

On what date would you be available for work?

Are you available to work: O Full Time 0O Part Time 0O Shift Work O Temporary

Are you currently on “lay-off” status and subject to recall? COYES CONO
Can you travel if a job requires it? O YES ONO
Within the last five years have you been convicted of, or released CYES CINO

from incarceration for a misdemeanor which was not a first offense
for drunkenness, simple assault, speeding, a minor traffic violation,
an affray, or disturbing the peace?

Have you been convicted of a felony within the last 7 years? [JYES CINO

Conviction will not necessarily disqualify an applicant from employment.

If yes to either of the last two questions, please explain




Education

415|678

9 110 | 11 | 12

FLUENT GOOD FAIR

SPEAK
READ
WRITE

List professional, trade, business or civic activities and offices held.
You may exclude memberships which would reveal sex, race, religion, national origin, age, ancestry, or handicap or
other protected status:

References

Give name, address, and telephone number of three references who are not related
to you and are not previous employers.

1.
2.
3.

Have you ever had any job related training in the United States military?
O YES O NO
If yes, please describe




Employment Experience

Start with your present or last job. Include any job-related military service
assignments and volunteer activities. You may exclude organizations which indicate
race, color, religion, gender, national origin, handicap, or other protected status.

1 Employer Dates Employed Work Performed
From To
Address
Telephone Number(s) Hourly Rate/Salary

Starting Final

Job Title Supervisor

Reason for Leaving

2 Employer Dates Employed Work Performed
From To
Address
Telephone Number(s) Hourly Rate/Salary

Starting Final

Job Title Supervisor

Reason for Leaving

3 Employer Dates Employed Work Performed
From To
Address
Telephone Number(s) Hourly Rate/Salary

Starting Final

Job Title Supervisor

Reason for Leaving

4. | Employer Dates Employed Work Performed
From To
Address
Telephone Number(s) Hourly Rate/Salary

Starting Final

Job Title Supervisor

Reason for Leaving

If you need additional space, please continue on a separate sheet of paper.

Special Skills and Qualifications

Summarize special job-related skills and qualifications acquired from employment or other experience




Applicant’s Statement

I certify that answers given herein are true and complete to the best of my knowledge.

I authorize investigation of all statements contained in this application for employment
and/or any associated attachments as may be necessary in arriving at an employment
decision

This application for employment shall be considered active for a period of time not to exceed
45 days. Any application wishing to be considered for employment beyond this time period
should inquire as to whether or not applications are being accepted at that time.

I hereby understand and acknowledge that, unless otherwise defined by applicable law, any
employment relationship with this organization is of an “at will” nature, which means that
the Employee may resign at any time and the Employer may discharge Employee at any time
with or without cause. It is further understood that this “at will” employment relationship
may not be changed by any written document or by conduct unless such change is
specifically acknowledged in writing by an authorized executive of this organization.

If required for the position I am seeking, I agree to take a physical examination, which may
include testing for drugs or a psychological examination, as required, and recognize that any
offer of employment may be contingent upon the results of such an examination.

I understand that any employment offer is conditional upon my ability to establish
employment eligibility under the Immigration Reform and Control Act of 1986 within three
days of the date of hire.

In the event of employment, I understand that false or misleading information given in my
application or interview(s) may result in my discharge. I understand, also, that I am required
to abide by all rules and regulations of the employer.

Signature of Applicant Date

FOR PERSONNEL DEPARTMENT USE ONLY

Arrange Interview O YES O NO
Remarks
INTERVIEWER DATE
Employed O YES O NO Date of Employment
Job Title Hourly Rate/Salary
By
NAME AND TITLE DATE
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