CITY OF COTATI

Police Dispatcher/Clerk
Lateral/Entry Level

Salary range is $26.82/hour to $32.61/hour or $4648/month to $5652/month

For additional salary details including but not limited cost of living allowances, certificate pay, longevity
pay and holiday pay refer to the City of Cotati Website labor agreements which are listed under “transparent
government.” Police Dispatchers are represented by the Cotati Police Officer Association.

DEFINITION:

Under general supervision, receives and processes routine and emergency calls, including 911 and alarms;
dispatches police units as required for the City of Cotati Police Department and Sonoma State University
Police Department; enters, retrieves, and uses data from various automated law enforcement information
systems; coordinates with and transfers calls to other emergency service providers as appropriate; assists
in the training of less experienced personnel; performs a variety of clerical and technical duties in support
of the Department’s operations; learns applicable policies, procedures, and work methods associated with
assigned duties; performs other related duties as required.

DISTINGUISHING CHARACTERISTICS:

The Police Dispatcher/Clerk is expected to independently perform the full scope of assigned police
dispatching and records duties. Incumbents are responsible for performing the full range of duties with
minimum supervision and apply sound judgment regarding their scope of authority in dispatching
personnel.

SUPERVISION RECEIVED/EXERCISED:

Receives general supervision from the Lieutenant, Sergeant or Corporal. Incumbents in this class do not
routinely exercise supervision, but may assist in the training of less experienced personnel.

ESSENTIAL FUNCTIONS: (include but are not limited to the following)

¢ Receives and processes routine and emergency calls, including 911 and alarms; dispatches police and
public works field units as required; provides pre-arrival information; enters, retrieves, and uses data
from various technical automated law enforcement information systems, including the computer
aided dispatch system (CAD), Record Management System (RMS), video display terminals, radio
dispatching consoles, and related equipment; coordinates with other emergency service providers as
appropriate; assists in the training of less experienced personnel when acting as Communications
training officer.

o Receives and enters calls for service in CAD; determines call priority and dispatches and monitors
the status of field units; receive and transfer medical and fire calls; interprets level of service needed
through information obtained from field officers or citizens; retrieves information for officers from
CLETS; relays essential and confidential information to officers; monitors officers’ safety;
coordinates multi-agency responses when necessary; transfers calls to appropriate agencies if
warranted
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e Assists citizens with complaints, reports, and requests in person and over the phone; receives fees for
reports, repossessions, dog licenses, fingerprints, and vehicle storage.

e Prepares and processes reports to the District Attorney; processes and prepares traffic citations; sends
out traffic/loss verification reports.

e Perform a variety of record keeping duties, including maintaining files, indexing, and other general
clerical work; may update Dispatch Training Manual; enter, update, and retrieve information in local
and county RMS systems, CLETS and NCIC.

o Receives, responds to and documents requests for warrants and DMV printouts; documents vehicle
impound information.

e Responds to questions and concerns from the general public, department staff, and other agencies;
takes and records telephone and counter reports; provides information as appropriate and resolves
service issues and complaints.

e Establishes positive working relationships with representatives of community organizations, state/
local agencies and associations, City management and staff, and the public.

e Performs and executes other duties as assigned.

KNOWLEDGE/ABILITIES/SKILLS:  (The following are a representative sample of the KAS’s
necessary to perform essential duties of the position.)

Knowledge of: Police office administrative practices and procedures; dispatching procedures;
location of major streets, public places, and landmarks in the City of Cotati and Sonoma State
University; methods of  providing services and information; Federal Communications
Commission regulations governing voice radio and telephone communications; proper operation
and care of voice radio and telephone equipment; principles and practices of police records; basic
principles of mathematics; applicable federal, state and local laws, codes, and regulations,
including the California Penal Code, Government Code, and Vehicle Code; standard office
procedures, practices, and equipment; modern office practices, methods, and equipment,
including a computer and applicable software; methods and techniques for record keeping and
report preparation and writing; proper English, spelling, and grammar; occupational hazards and
standard safety practices.

Ability to: Perform a variety of complex work with speed and accuracy; remain calm under
emergency situations and multitask; operate specialized law enforcement automated information,
communication and dispatch systems; work flexible hours, including holidays, evenings,
weekends, overtime, and rotating shifts; perform a variety of clerical and record keeping work;
perform mathematical calculations quickly and accurately; interpret, explain, and apply
applicable laws, codes, and regulations; read, interpret, and record data accurately; organize,
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prioritize, and follow-up on work assignments; work independently and as part of a team; make
sound decisions within established guidelines; analyze a complex issue and develop and
implement an appropriate response; follow written and oral directions; observe safety principles
and work in a safe manner; communicate clearly and concisely, both orally and in writing;
establish and maintain effective working relationships.

Skill to: Effectively operate specialized law enforcement automated information, communication,
and dispatch systems.

QUALIFICATIONS: (The following are minimal qualifications necessary for entry into the
classification.)

i . Any combination of education and experience that has provided
the knowledge, skills, and abilities necessary for a Police Dispatcher/Clerk. A typical way of
obtaining the required qualifications is to possess two years of work experience involving public
contact and record keeping, and a high school diploma or equivalent. Experience law enforcement
dispatching and the operation of law enforcement radio equipment and CAD systems are highly
desirable.

License/Certificate: Possession of, or ability to obtain a valid Class C California driver’s license.
Experienced or Lateral Dispatchers preferred. Possession of a California Public Safety
Dispatcher’s Basic Course certificate or experience as a dispatcher for a law enforcement agency
is desired.

PHYSICAL, MENTAL AND ENVIRONMENTAL WORKING CONDITIONS:

Position requires prolonged sitting, standing, walking, reaching, twisting, turning, kneeling, bending,
squatting, and stooping in the performance of daily office activities. The position also requires grasping,
repetitive hand movement, and fine coordination in retrieving and entering data using a computer
keyboard. Additionally, the position requires near and far vision in reading work related documents and
using the computer, and acute hearing is required when providing phone, dispatch, and personal service.
The need to lift, drag, and push files, paper, and documents weighing up to 25 pounds also is required.

Some of these requirements may be accommodated for otherwise qualified individuals requiring and
requesting such accommodations.

FLSA: NON-EXEMPT

SELECTION PROCESS:

Applicants must submit a completed City of Cotati application online at the following address
https://secure.entertimeonline.com/ta/i.COC.jobs. Although a resume may also be submitted, it will not be
accepted as a substitute for any of the required application documents.

PART I — All completed applications will be reviewed by a screening committee.

PART |1 - Successful candidates from the screening will be invited to an appraisal interview. The appraisal
interview is designed to evaluate training, experience, and other job-related information.

PART 111 — Final selection of the candidate for the open position will depend upon successfully passing
city-sponsored technical and physical examinations along with a background investigation. All other
candidates that successfully pass all phases of the selection process will be placed on an eligibility list that
will be effective for one year from the date of the list.
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AFFIRMATIVE ACTION/EEO
If, because of a disability or for religious reasons, you would like to arrange for an accommodation in order
to participate in the appraisal interview, we encourage you to contact Katie Duran at 707 665-3624.
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