Montclair area

An Equal Opportunity Employer

POLICE DISPATCHER (LATERAL)
SALARY: $3,658 - $4,446/mo.

This is a lateral recruitment for experienced Publ¢c Safety Dispatchers, or candidates who
have successfully completed, or are currently enrigd in, the Public Safety Dispatcher
Basic Course. Under supervision, receives and transmits emeygpuablic safety messages by
telephone, voice radio, and alarm signals, ancped related duties as requiredust work
alternating shifts including some weekends and halays

ESSENTIAL JOB DUTIES

Secures and records information as to the exaatitotand circumstances of emergencies;
uses voice radio to dispatch necessary equipmerciordance with predetermined plan, and
notifies supervisor on duty; keeps radio contathwificers on assignment; keeps supervising
officers informed of situation and dispatches addél record files; maintains communication
liaison with other agencies; studies and is famikiah locations of streets, buildings, and
patrol beats; and performs miscellaneous clerigtiés.

REQUIRED QUALIFICATIONS, KNOWLEDGE, AND SKILLS

Education and Experience: High School graduate or G.E.D.; one year resjptmsgieneral
clerical, communication, or public service expecierandnust have successfully completed,
or be currently enrolled in, the POST Public SafetyDispatcher Basic CourseOR have at
least one year of full-time Safety Dispatcher expénce including passing the agency’s
probationary period. Please give details on your application of ctasapletion or
enrollment. Tha Mar
Knowledge of: Police office practices and procedures and basiio and telephone “
communications. Knowledge of geography of Montaligsirable. (068 e
Special Skills: Type 40 Net Words Per Minute (WPM) e
Ability to: operate radio, telephone, and teletype equipmerk any shift (rotating every
four months), or day of the week; reason and reffiettively in emergency situations; speclally stores that
cooperate with others; apply procedures for hagdiimque problems; work under pressure anp e
shift suddenly to new tasks when priorities chamgark rapidly and accurately with names,
numbers, codes, and symbols; exercise good judgwina memory for details; recognize

and keep information confidential; and speak cleanld distinctly.

SELECTION PROCESS

1.  Completion of Montclair's application form isg@ired. Applications and
accompanying documents will be accepted on a contious basis.

2. All applicants must submit with their applicatiffCERTIFICATE OF TYPING
PROFICIENCY at 40 net wpm or better. Certificates must haaenbissued within the
last 12 months, and may be obtained from any dedldgency such as a college, trad
school, or employment agencio "on-line" typing tests will be accepted unless :
administered by a qualified agency

3.  Applicants who have Public Safety Dispatch egmee must submit a copy of their
POST PUBLIC SAFETY DISPATCHER CERTIFICATE , or detail on the
application current or past POST Dispatcher empemtrhaving passed probation. Thie Montciair

4.  When a sufficient number of applications is ree@, applications will be screened for Transcenier i home
conformance with minimum required and desirabldifications. Candidates who have o the Matmink
taken, or are enrolled in, the Public Safety Dispat Basic Course, but do not have Station, Omnitrans
practical Dispatching experience, will be requitedake a written examination prior to  an¢ Focthil Trans:
the interview process. Experienced Dispatcher @atels with the highest Dus services, a
gualifications will be invited to participate instructured oral interview. park-and-ride

5.  Names of successful candidates will be placeanoaligibility list from which a facliity, and future
selection will be made. Final appointment(s) wél made by the City Manager, upon home of a Metro
the recommendation of the Executive Director Offi€@&ublic Safety. Gold Line Station

6.  Successful candidates will be required to pgssyahological evaluation, medical
examination including a drug screen, and a backgtaovestigation prior to being
employed.

APPLICATION PROCEDURE

City application forms are available at the reception desk, City Hall, 5111 Benito Street,
Montclair, California, 91763; or on-line at www.cityofmontclair.org. Completed and signed
applications must be returned to City Hall, Personnel Division.




