Job Title:	Communications Officer
Department:	Rankin County Sheriff’s Dept.
Report To:       Communication Supervisor
 

SUMMARY: Under regular supervision, provides public safety dispatch duties in accordance with the policies and procedures of the Sheriff’s Dept. and in compliance with governing federal and state procedures and/or laws. 

ESSENTIAL FUNCTIONS
THE ESSENTIAL FUNCTIONS INCLUDE, BUT ARE NOT LIMITED TO, THE FOLLOWING DUTIES.  ADDITIONAL ESSENTIAL FUNCTIONS MAY BE IDENTIFIED BY THE SHERIFF AND LISTED AS SUCH IN THE INCUMBENT’S PERFORMANCE APPRAISAL ELEMENTS.  VARIOUS TASKS MAY BE ASSIGNED UNDER EACH ESSENTIAL FUNCTION.  THOSE THAT ARE LISTED UNDER THE EXAMPLES OF WORK ARE NOT ALL INCLUSIVE; THEY ARE EXAMPLES ONLY AND MAY BE AMENDED OR ADDED TO AS NEEDED BY THE SHERIFF.

EXAMPLES OF WORK

Examples of work performance in this classification include, but are not limited to, the following tasks.  These tasks may be amended or other tasks may be assigned as necessary.

· Answer emergency and non-emergency telephone lines obtaining information to process all calls for service and relay the information to the appropriate field unit.
· Evaluate and prioritize the urgency of calls
· Transfer callers to appropriate extension, refer callers to the appropriate agency and record messages for department employees
· Conducts interview of caller to obtain critical information related to the emergency, and relay this information to responding units
· Must communicate while remaining calm, resolving situations, prioritizing and making decisions in multiple, highly stressful, and potentially deteriorating situations
· Understand and respond quickly and accurately to written and oral directions, instructions, inquires, and requests
· Must possess a high level of interpersonal skills to effectively communicate with emotionally stressed and otherwise challenging callers to discern their situations
· Operate multi-channel radios, computers, multi-line telephones and text phone type (TTY) equipment
· Communicates clearly and concisely, both orally and in writing
· Dispatch/request authorized or designated personnel to various emergency situations involving law enforcement, fire, medical and/or other emergency services
· Determining the appropriate personnel, apparatus, and equipment required for type of emergency
· Identifies the need to notify specialized resources, such as poison control, hazardous materials team, search and rescue, etc.
· Possess the necessary skill of listening comprehension, problem solving, multitasking, and composure under stress
· Read and interpret maps  
· Announces all points bulletins and other messages over the radio
· Coordinate and communicate activities between agencies jointly responding to multi agency incidents
· Recognizes situation and need to notify specific person or agencies in usual situations
· Maintains confidentiality of record and files 
· Operates computer keyboard to access various state and national information systems such as MJIC, NCIC, etc
· Uses computer system to check/verify state, national, and county files to include but not limited to driver’s license (in and out of state), vehicle checks, missing persons, criminal history, and/or wanted persons
· Maintain required department logs (NCIC and Wrecker)
· Monitor multiple radios, audio, visual, and other equipment
· Weather alerts


SUPERVISORY RESPONSIBILITIES:

This job has no supervisory responsibilities.

INCUMBENT PERFORMS OTHER JOB-RELATED TASKS AS ASSIGNED AND REQUIRED; ANY DUTIES/TASKS INCLUDED IN THE EMPLOYEE’S PERFORMANCE EVALUATION ELEMENTS ARE ESSENTIAL TO THAT EMPLOYEE’S POSITION WITHIN THE JOB CLASSIFICATION.


MINIMUM QUALIFICATIONS

If a candidate believes he/she is qualified for the job although he/she does not have the minimum qualifications set forth below, he/she may request special consideration through substitution of related education and experience, demonstrating the ability to perform the essential functions of the position.


EDUCATION and/or EXPERIENCE:

 High school graduate or GED equivalent
                       &
Honorable military discharge





KNOWLEDGE, SKILLS, ABILITIES AND OTHER CHARACTERISTICS

· Knowledge of modern principles, practices, and methods of police administration as pertaining to communications
· Working knowledge of radio equipment, tools, and computers
· Knowledge of federal, state law, and county ordinances 
· Knowledge of the geography of the county, streets, buildings, and other structures

Abilities

· Able to type 30 words per minute
· Able to learn the operating techniques, practices and methods of radio/telephone communications equipment; of Federal Communications Commission rules, regulations and requirements
· Able to think clearly and to exercise sound judgment in making decisions
· Able to express ideas and dispatch messages clearly and concisely
· Able to follow oral and written instructions
· Able to meet and effectively deal with public officials and to exercise tact and courtesy when dealing with the general public


OTHER REQUIREMENTS:

Have and maintain valid MS drivers’ license

Have and present honorable discharge from military service if applicable

PHYSICAL REQUIREMENTS:

These physical requirements are not exhaustive and additional job-related physical demands may be added to these by the Sheriff if the need arises.  Corrective devices may be used to meet these physical requirements.

While performing the duties of this job the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to sit for long periods of time. Employee must be able to speak, clearly and quickly. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision and ability to adjust focus.
[bookmark: _GoBack][bookmark: _GoBack]
SCHEDULE REQUIREMENTS: 
The current shift is a 12 hour shift, from 7 to 7 on a 3/2 split rotation.    

Please send resume, Application for Employment  and all requested documents to sojobs@rankincounty.org. No resume will be accepted without a completed application and all requested documents. 

