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West Cities Police Communications Joint Powers Authority 
April 18, 1997 

 
Lead Dispatcher 

(FLSA Designation: Non-Exempt) 

 
DEFINITION 

 

Perform journey level work in receiving and transmitting radio and telephone calls; 

dispatching appropriate personnel and equipment; and assists in the planning, 

coordination, training, and supervision of the dispatch program. 

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives general direction from the Communications Supervisor and exercises 

supervision and training of subordinate personnel. 

 

EXAMPLE OF DUTIES- Duties may include, but are not limited to, the following: 

 

Receives and transmit incoming telephone, voice radio calls, and alarm signals: receives 

and transmits messages between field units and police agency offices; monitor, 

coordinate, prioritize all  dispatch transmissions; operate various computerized 

communications equipment; enters, updates, and retrieves information from computer 

and teletype networks related to wanted persons, stolen property, vehicle registration, and 

other information and broadcast such information to safety personnel upon request, 

ensuring accuracy of information; maintain contact with all units on assignment,  

ensuring knowledge of status and locations of field units; prepares and maintains radio 

and phone logs; train new dispatchers and provide ongoing training to department 

personnel on CLETS (California Law Enforcement Telecommunication System) and 

computer and equipment use; provides work direction as needed to correct performance 

deficiencies in the handling of emergency situations; establishes and prepares work 

schedules for communications personnel; acts to assist in resolving personnel matters or 

conflicts within the communications center; may assist in the preparation of employee 

performance evaluations; perform simple typing of records; write clear and 

comprehensive reports as requested; may attend professional meetings as directed; 

maintain dispatch equipment, such as phones, CAD/CLETS terminals, headsets/handsets, 

typewriters, Dictaphones, tapes, personal computers, and alarm boards; may arrange 

repair and maintenance of faulty equipment; maintain current information on operational 

procedures and resource materials; adheres to the operational procedures, including 

safety standards established for the communications center; conduct effective and 

cooperative communications and working relationships with those contacted in the 

performance of duties; and, perform other duties as assigned. 

 

QUALIFICATIONS- Any combination of experience, education, and training that 

would likely provide the required knowledge and abilities is qualifying.  A typical 

way to obtain the knowledge and abilities is as follows: 
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Knowledge of:  Automated police communications and information records system (with 

basic understanding of repair and maintenance), including dispatching principles and 

emergency practices; civil defense programs and procedures; Federal Communications 

Commission Rules governing police radio transmission; Federal privacy laws and State 

and Federal Penal Codes governing the transmission and release of criminal information; 

rules of the Uniform Crime Reporting (UCR) procedures;  basic personnel supervisory 

and training principles, practices, and procedures; effective public relations and conflict 

resolution; and personnel rules and regulations and operational policies and procedures of 

the communications center. 

 

Ability to:  Schedule the work of dispatch personnel; may oversee the work of assigned 

personnel; train and instruct others in the operations of communications equipment; 

correctly interpret and apply personnel rules and regulations and operating policies and 

procedures; adhere to State and Federal laws; analyze and solve work-related problems; 

assist in establishing and maintaining training standards, policies and procedures for 

dispatch personnel;  prepare clear, concise, and comprehensive reports and 

memorandums; make recommendations on operational procedures and training needs; 

establish and maintain effective work relationships with those encountered in the 

performance of duties; operate a computer terminal and telecommunications console to 

receive, record, and transfer calls and dispatch information; understand and follow 

written and oral instructions; communicate clearly and effectively, reason logically, and 

react calmly in emergency situations; and, operate a calculator to verify time records. 

 

Experience:  At least two (2) years of employment equivalent to full-time in a public 

safety dispatch position. 

 

Education:  Equivalent to completion of High School and completion of California 

Peace Officers Standards and Training (P.O.S.T.) course work in public safety 

communications practices and procedures. 

 

Physical and Special Requirements and Work Environment:  Sit and lean forward to 

prepare and review dispatch records, statistical reports, procedural manuals, and other 

police records; operate a computer terminal to access, retrieve, and enter records and 

reports; reach above or below shoulder level to retrieve records, reports from files, 

shelves, and storage areas; must operate telecommunications, radio, and alarm 

equipment; must possess normal vision and hearing acuity.  Work is performed indoors in 

a controlled office environment and incumbent must be able to work closely with others, 

in confined spaces, and around electrical energy.  Incumbent must be able to work 

variable work hours, including weekend and holiday assignments, and to work hours as 

necessary to fill staffing needs.  Frequent interfaces occur with subordinates and police 

personnel to discuss service calls, response codes, and procedural questions.  Public 

interfaces are typically associated with problem calls and complaints.  An incumbent may 

operate a motor vehicle to attend job related professional meetings and training; 

therefore, possession of a valid California Class C driver’s license and proof of an 

acceptable driving record is required to perform this activity.  While subject to duties 

which require driving a motorized agency vehicle, an incumbent must maintain an 

acceptable driving record. 


