
BLAINE COUNTY JOB DESCRIPTION
POSITION TITLE:   DIRECTOR OF CONSOLIDATED PUBLIC SAFETY COMMUNICATIONS CENTER
REPORTS TO:   COUNTY ADMINISTRATOR

APPOINTMENT BY;   COUNTY ADMINISTRATOR WITH CONFIRMATION BY THE BOARD OF COUNTY COMMISSIONERS
DEPARTMENT:  E-911 CONSOLIDATED COMMUNICATIONS  DISPATCH CENTER
JOB SUMMARY:
The Communications Director will be responsible for directing, managing, supervising, and coordinating the activities and operations of the Blaine County Consolidated Emergency Communications center within newly created the Emergency Communications Department. The Director is responsible for supervising regional communication services to the law enforcement and emergency response agencies operated by Blaine County and the Cities, Districts, County agencies, and areas immediately adjacent to Blaine County. Additional responsibilities include dialogue, coordination and response to a USERS TECHNICAL ADVISORY COMMITTEE WHICH WILL ASSIST in providing quality improvement reviews and recommendations to facilitate the reasonable dispatch needs of law enforcement, emergency service providers and general public. The director will facilitate the merger of two existing facilities into a single facility within the next few years, which includes the operation of the E-911 system, computer-aided dispatch center and other related equipment. The Director will manage a moderately sized support and dispatch staff. 
ESSENTIAL DUTIES:
· Responsible for the ongoing development of a Countywide Public Safety Communications Center
· Supervises, plans schedules and directs the work of subordinates; instructs and trains employees in proper methods and procedures; inspects work in progress and upon completion; monitors and evaluates performance of staff.  Works within the personnel policies and procedures of the County including the Supervisors Manual.
· Performs appointments, corrective actions and terminations of staff as appropriate and according to County procedures; develops and is responsible for compliance with policies and procedures; ensures the smooth day-to-day operations of the County E-911 Communication Center.
· Liaison to local municipalities, Special Districts and the public ensuring an acceptable level of services.

· Ensures that all complaints are investigated and addressed according to established Policy and Procedures.

· Directs and guides information systems applications within the E-911 Consolidated Communications center for the purpose of meeting and conferring with a Users Technical Advisory Group and other staff officers to receive and give input on the information systems and operations.

· Manages the installation, operation and maintenance of Communication Center equipment

· Maintains efficiency and cooperation between all governmental bodies, department divisions and sections by use of applicable technological enhancements that will foster the exchange of pertinent data.

· Under direction of the County Administrator, prepares and administers the County E-911 Communications Center budget.

· Develops and implements a public information program for citizen access to the 911 system and makes public presentations.

· Attends such advisory, legislative, Board and committee meetings and serves on designated councils as appropriate or assigned.
NON-ESSENTIAL DUTIES:
Performs related functions as assigned. 

MATERIALS AND EQUIPMENT USED:

Telecommunication equipment

General office equipment

Computer

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:

The position requires five years of increasingly responsible experience in emergency communications or public safety dispatch including two years of administrative and supervisory responsibility. A Bachelors degree from an accredited college or university with major course work in business administration, public administration or a related field is desired but substantial prior experience may be substituted. A thorough knowledge of current E-911 & CAD technology and operations is essential.
The Director will be expected to organize, train and direct dispatch staff as the E-911 Communications center transitions into a new Public Safety Facility to be constructed in 2007 to 2009.
Licenses and Certifications. 

None

Knowledge, Skills and Abilities:

· Knowledge of public safety computer-aided dispatching methods, systems, and equipment.

· Knowledge of principles and practices of law enforcement, fire and EMS dispatching in a metropolitan, rural, full-time and volunteer context. 

· Knowledge of all phases of emergency communications.

· Knowledge of state, federal and local laws, rules, statutes, and regulations as it relates to public safety telecommunications. 

· Knowledge of labor management relations,, strategies and techniques. 

· Knowledge of supervisory personnel practices and procedures. 

· Knowledge of fiscal budgeting principles and practices.

· Knowledge of basic data and emergency processing principles.

· Knowledge of, and ability to utilize, a computer and required software. 

· Ability to manage time and organize workloads to ensure completion and accuracy. 

· Ability to communicate clearly and effectively both orally and in writing. 

· Ability to interpret and analyze programs, policies, and procedures regarding personnel and fiscal matters. 

· Ability to develop training and procedural documents for the department. 

· Ability to establish and maintain effective working relationships with staff, officials from other municipalities Districts, and the public. 

· Ability to interpret data produced by data processing systems. 

· Ability to work the required hours of the position.

PHYSICAL DEMANDS:
· Lifting 50 pounds maximum with frequent lifting and/or carrying of objects weighing up to 70 pounds.

· Some periods of extended sitting, standing, and walking.
· Using hand(s)/feet for repetitive single grasping, fine manipulation, pushing and pulling, and operating controls.

· Frequent bending, twisting and squatting; occasional climbing

· Communicating orally in a clear manner.

· Distinguishing sounds through a normal range of frequencies and volumes.
· Distinguishing various colors as necessary when utilizing a Computer Aided Dispatch CAD system.
· Distinguishing people or objects at varied distances under a variety of light conditions.
· Intermittent travel throughout the state or nation. 

· Occasional need to work extended or irregular hours, or various shifts.
This position description should not be interpreted as all inclusive.  It is intended to identify the major responsibilities and requirements of this job. The incumbent may be requested by the Board or County Administrator to perform job-related responsibilities or tasks other than those stated in this description. 
APPROVED BY ORDER OF THE BLAINE COUNTY BOARD OF COMMISSIONERS ON MARCH_________2007
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