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N
State Patrol Communications Specialist Supervisor

DESCRIPTION:  Under general supervision, supervises Communications Specialists on assigned shift and participates in radio, teletype, and telephone communications work to collect and distribute information and data to law enforcement and fire department personnel and the general public in routine and emergency situations; performs related work as assigned.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, assigns, and supervises the work activities of assigned staff to attain work goals and to ensure consistent application of administrative policies, procedures, and standards.

Trains, supervises, evaluates, and compares work performance of assigned staff with established standards to determine the quality and quantity of employees' work and to recommend personnel actions such as appointments, promotions, disciplinary actions, grievance dispositions, status changes, and separations and to identify employee training needs and to improve career advancement potential.

Schedules personnel to maintain continuous operation of a twenty-four hour, multi-shift radio station; establishes vacation and emergency backup schedules.

Operates base station two-way radio (originating, relaying, and receiving) providing continuous radio contact for the State Patrol, police departments, and county sheriffs.

Dispatches State Patrol Troopers, ambulances, fire departments, and wreckers; maintains the operational status of sworn officers.

Obtains driving records, wanted checks, criminal history records, and vehicle registration checks for officers in the field.

Maintains logs of all radio and teletype messages originated, received, or relayed.

Answers incoming hotline and emergency help telephone calls; answers telephone calls requesting information and relays to proper area; answers after-hours calls for emergency agencies.

Operates teletype system equipment originating, receiving, and relaying messages to the State Patrol, local law enforcement agencies, and out-of-state agencies.

Instructs other agencies in the State on procedures and operating functions in communications, radio, teletype, and computer formats and related records.

State Patrol Communications Specialist Supervisor (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  supervisory and personnel practices; agency policies and procedures, personnel rules, and labor contracts applicable to supervision of staff.

Ability to:  plan, assign, supervise, and evaluate the work of assigned staff; evaluate and recommend changes to equipment, policies, and procedures.

Skill in:  decision making.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  radio communication signals, formats, and codes; agency policies, rules, and regulations concerning communications and information dissemination; agency policies and procedures concerning emergency and non-emergency situations; criminal and vehicle law and related terminology; geography and topography of assigned area including major highways, intersections, and landmarks.

Ability to:  verbally communicate information distinctly, concisely, and non-emotionally under extreme stress; communicate effectively with people from all sectors under diverse and often stressful circumstances; maintain logs, manuals, and references in accordance with agency policies and FCC regulations.

Skill in:  operating communications center equipment; entering and retrieving information from NCIS, NCIC, NLETS, and NBLETS.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities, and skills.  A general qualification guideline for positions in this class is experience as a Communications Specialist.

