Emergency Communications Shift Supervisor

Dept/Div: Emergency Communications/N/A FLSA Status: Exempt
Pay Grade: 11

General Definition of Work

Performs difficult skilled human support work supervising staff and assignments for an assigned shift within the
Emergency Communications Center, receiving law enforcement, fire and medical service calls, and related work as
apparent or assigned. Work is performed under the limited supervision of the Director of Emergency
Communications. Continuous supervision is exercised over Emergency Communications Dispatcher.

Qualification Requirements

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable
accommodations may be made to enable an individual with disabilities to perform the essential functions.

Essential Functions

Supervises staff; ensures shift coverage; processes escalated issues and employee concerns; assists with the
development of staff schedules.

Coordinates daily work activities; organizes, prioritizes, and assigns work; monitors and inspects work; assists with
complex/problem situations and provides technical expertise.

Ensures compliance with all applicable codes, laws, rules, regulations, standards, policies and procedures; initiates
any actions necessary to correct deviations or violations.

Assists in developing and maintaining training programs; coordinates continuing education and training
opportunities for staff, will assume the role of training coordinator.

Receives, prepares or completes various forms, reports, correspondence, maintenance forms, lists, training reports,
incident reports, citizen/department complaint reports, dispositions, staffing schedule conflicts, or other documents;
reviews, completes, processes, forwards or retains as appropriate.

Operates and maintains a variety of related equipment and machinery including radios, computers, servers,
recorders, and related communications equipment and software; utilizes various office equipment; utilizes word
processing and spreadsheet programs and performs data entry.

Verifies and maintains Virginia Criminal Information Network (VCIN) and National Crime Information Center
(NCIC) database entries; checks all entries for accuracy and completeness.

Provides a variety of assistance to management with preparation of plans, reports, and work schedules.
Performs the work of an Emergency Communications Dispatcher.

Serves as the Asst. Director of Emergency Communications in their absence. May assume command of the Center
in the absence of the Asst. Director and the Director of Emergency Communications.

Knowledge, Skills and Abilities

Thorough knowledge and skill in the methods and procedures of operating the communications and radio dispatch
systems; comprehensive knowledge of Federal and State regulations governing transmission by radio and teletype;
ability to assess training needs and develop necessary training programs; thorough knowledge of the geography of
the County and surrounding area; skill in written and oral communication and reading maps instructions and
providing advice and directions; ability to assign, instruct and review the work of subordinates; ability to operate all
communications equipment; ability to listen and communicate effectively through clear speech and hearing; ability
to deal courteously with the public under stressful conditions; ability to assign, instruct, and review the work of
subordinates; ability to establish and maintain effective working relationships with associates, local and State
officials, public safety command officers, and the general public.

Education and Experience
High school diploma or GED and considerable experience working in a dispatch or communications center, or
equivalent combination of education and experience.

Physical Requirements

This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 25 pounds of
force; work regularly requires sitting, speaking or hearing, using hands to finger, handle or feel and repetitive



motions and occasionally requires standing, walking, stooping, kneeling, crouching or crawling, reaching with hands
and arms and pushing or pulling; work has standard vision requirements; vocal communication is required for
expressing or exchanging ideas by means of the spoken word and conveying detailed or important instructions to
others accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels and to
receive detailed information through oral communications and/or to make fine distinctions in sound; work requires
preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts,
operating motor vehicles or equipment and observing general surroundings and activities; work has no exposure to
environmental conditions; work is generally in a moderately noisy location (e.g. business office, light traffic).

Special Requirements

Possession of Virginia Criminal Information Network (VCIN) and National Crime Information Center (NCIC)
Level A and B upon hire and Emergency Medical Dispatch (EMD) certification within six months of hire.

Obtain Virginia Department of Criminal Justice Services (DCJS) General Instructor certification within one year of
hire.

Must meet and maintain all training and education requirements for position.
Valid driver's license in the Commonwealth of Virginia.
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