
 

          Public Safety Dispatcher I/II/III 
 

 

 

DEFINITION 

Under general supervision (Public Safety Dispatcher I) or direction (Public Safety Dispatcher II and 
III), perform a variety of duties and activities involved in providing public safety communications 
and emergency 911 services within the City of Green River. 

 

DISTINGUISHING CHARACTERISTICS 

Public Safety Dispatcher I - This is the entry level in the class series.  Positions at this level usually 
perform most of the duties required of the positions at the II level, but are not expected to 
function at the same skill level and usually exercise less independent discretion and judgment in 
matters related to work procedures and methods.  Work is usually supervised while in progress 
and fits an established structure or pattern.  Exceptions or changes in procedures are explained in 
detail as they arise.  Since this class is often used as a training class, employees may have only 
limited or no directly related work experience. 

 

Public Safety Dispatcher II and III - These are the full journey and advanced journey levels in the 
class series.  Positions at the II and III levels are distinguished from the I level by the performance 
of the full range of duties as assigned, working independently and exercising judgment and 
initiative.  Positions at the II and III levels receive only occasional instruction or assistance as new 
or unusual situations arise, and are fully aware of the operating procedures and policies of the 
work unit.  Positions in this class series are flexibly staffed, and positions at the II level are normally 
filled by advancement from the I level requiring three years of experience and successful 
performance.  Positions at the III level are normally filled by advancement from the II level 
requiring three additional years of experience and successful performance.  When filled from the 
outside, the employee is required to have prior related experience which allows the employee to 
meet the qualification standards for the II and III levels. 

 

SUPERVISION RECEIVED 

Reports to the Lead Public Safety Dispatcher (and, indirectly, to a Police Lieutenant). 

 

SUPERVISION EXERCISED 

 Public Safety Dispatcher I 

Exercises no supervision. 
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 Public Safety Dispatcher II and III 

May exercise technical and functional supervision over lower level staff. 

 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 

Receive emergency service calls from the public requesting law enforcement, fire, or other 
emergency services; obtain critical information including names, addresses, telephone numbers, 
complaints, and location of crimes, accidents, and service requests; determine nature, priority, and 
location of emergency; alert and dispatch emergency units as necessary and in accordance with 
established procedures using a computer aided dispatch system. 

Use telecommunications systems to coordinate emergency calls and relay information and 
assistance requests involving other law enforcement agencies; receive non-emergency telephone 
calls; respond to routine requests for information from the public. 

Maintain contact with all units on assignment; maintain status and location of law enforcement 
and fire field units; coordinate the activities of police personnel and equipment during both 
routine and emergency situations; provide information and assistance to law enforcement and fire 
units at on-scene locations when requested; secure emergency assistance from other agencies and 
services including ambulances, utilities, and the coroner’s office as requested. 

Conduct record and warrant checks with other public agencies using automated services and the 
telephone; check files, DMV records, and stolen vehicles and property via computer on request of 
officers. 

Perform a variety of recordkeeping, filing, indexing, and other general clerical work; seal and purge 
records as necessary; maintain a variety of logs, files, and records pertaining to communications 
activities including reports and warrants; photocopy records as requested; enter, update, and 
retrieve information from teletype networks. 

Operate a variety of modern office and specialized communications equipment including 
computers, duplicators, radios, recorders, and teletype machines; participate and assist in training 
new dispatchers; stay abreast of changes in policies, procedures, and codes. 

 

OTHER JOB RELATED DUTIES 

Perform related duties and responsibilities as assigned. 

 

ESSENTIAL JOB RELATED QUALIFICATIONS 

Public Safety Dispatcher I 

Knowledge of: 

Modern office procedures, methods, and computer equipment. 

Principles and procedures of recordkeeping. 
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Principles and practices used in dealing with the public. 

English usage, spelling, vocabulary, grammar, and punctuation. 

Safe driving principles and practices. 

Skill to: 

Learn to operate emergency dispatch and communications equipment including radio, 
telephone, and teletype equipment. 

Operate modern office equipment including computer equipment and software. 

Type and enter data at a speed necessary for successful job performance. 

Operate a motor vehicle safely. 

Ability to: 

Learn standard radio broadcasting and dispatch procedures and rules. 

Learn the operating characteristics of emergency dispatch and communications equipment 
including radio, telephone, and teletype equipment and the federal, state, and local regulations 
governing their use. 

Learn, interpret, apply, and enforce the policies, procedures, laws, codes, and regulations 
pertaining to assigned programs and functions including penal, vehicle, and law enforcement 
codes. 

Learn the geography of the City including streets, public buildings, landmarks, businesses, 
medical facilities, and community centers. 

Learn to utilize computer systems to check for warrants, stolen property, and criminal history 
information. 

Learn to perform responsible emergency dispatch work with accuracy, speed, and minimal 
supervision. 

Read and interpret street maps. 

Receive and transmit messages properly, rapidly, efficiently, and effectively. 

Work well under pressure, exercise good judgment, and make sound decisions in emergency 
situations. 

Quickly obtain critical information and prioritize calls. 

Apply knowledge and reasoning to make prompt and effective decisions quickly in both routine 
and non-routine situations. 

Analyze situations carefully and adopt effective courses of action. 

Effectively communicate with and elicit information from upset and irate citizens. 

Interact effectively and sensitively with individuals from diverse backgrounds. 

Handle multiple concurrent tasks and manage priorities. 
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Speak clearly and distinctly in a well modulated voice. 

Maintain confidentiality of sensitive information. 

Understand and follow oral and written instructions. 

Exercise good judgment, flexibility, creativity, and sensitivity in response to changing situations 
and needs. 

Communicate clearly and concisely, both orally and in writing. 

Establish, maintain, and foster positive and harmonious working relationships with those 
contacted in the course of work. 

 

MINIMUM QUALIFICATIONS 

Experience: 

One year of responsible clerical experience involving heavy public contact. 

Training: 

Equivalent to a high school diploma. 

License or Certificate: 

Possession of, or ability to obtain, an appropriate, valid driver's license. 

Possession of, or ability to obtain within one year, appropriate P.O.S.T. certification issued by 
the State of Wyoming. 

Possession of, or ability to obtain within one year, Law Enforcement Telecommunications 
System Operator certification issued by the Wyoming Division of Criminal Investigation. 

Possession of, or ability to obtain within one year, certification in emergency medical 
dispatching. 

 

SPECIAL REQUIREMENTS 

Essential duties require the following physical skills and work environment: 

Ability to sit for long periods of time, stand, walk, kneel, crouch, stoop, squat, twist, and lift 20 lbs.; 
availability for on-call and shift work; ability to travel to different sites and locations. 

 

Public Safety Dispatcher II and III 

In addition to the qualifications for Public Safety Dispatcher I: 

Knowledge of: 

Standard radio broadcasting and dispatch procedures and rules. 

Operating characteristics of emergency dispatch and communications equipment including 
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radio, telephone, and teletype equipment and the federal, state, and local regulations 
governing their use. 

Geography of the City including streets, public buildings, landmarks, businesses, medical 
facilities, and community centers. 

Skill to: 

Operate emergency dispatch and communications equipment including radio, telephone, and 
teletype equipment. 

Ability to: 

Interpret, apply, and enforce the policies, procedures, laws, codes, and regulations pertaining to 
assigned programs and functions including penal, vehicle, and law enforcement codes. 

Utilize computer systems to check for warrants, stolen property, and criminal history informa-
tion. 

Perform responsible emergency dispatch work with accuracy, speed, and minimal supervision. 

 

MINIMUM QUALIFICATIONS 

Experience: 

Public Safety Dispatcher II 

Three years of experience as a Public Safety Dispatcher I. 

 

Public Safety Dispatcher III 

Three years of experience as a Public Safety Dispatcher II. 

Training: 

Equivalent to a high school diploma supplemented by specialized training in emergency services 
and telecommunications operations. 

License or Certificate: 

Possession of, or ability to obtain, an appropriate, valid driver's license. 

Possession of appropriate P.O.S.T. certification issued by the State of Wyoming. 

Possession of Law Enforcement Telecommunications System Operator certification issued by 
the Wyoming Division of Criminal Investigation. 

Possession of certification in emergency medical dispatching. 

 

SPECIAL REQUIREMENTS 

Essential duties require the following physical skills and work environment: 
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Ability to sit for long periods of time, stand, walk, kneel, crouch, stoop, squat, twist, and lift 20 lbs.; 
availability for on-call and shift work; ability to travel to different sites and locations. 

 

Effective date:  October 2003 

Revised:  February 2009 

 

 


