
E  MERGENCY   S  ERVICES   C  OMMUNICATIONS   S  PECIALIST  
(Civil Service Law Section 55a)

        
D  ISTINGUISHING    F  EATURES OF THE    C  LASS  : The work involves operating an emergency
communications  center,  receiving  requests  for  emergency  services  from  the  public  to  include
dispatching of Emergency Medical, Fire and Law Enforcement personnel and equipment.  Duties
are performed under general supervision in accordance with established policies and procedures.
An Emergency Services Communications Specialist performs related work as required.
        
T  YPICAL   W  ORK   A  CTIVITIES  :
        
 Receives  emergency  and  non-emergency  requests  for  Fire,  Police  and  EMS  (Emergency

Medical Services) responses from the public via the 911-telephone system, two-way radio, and
other communications media;

 Dispatches  and  directs  Police,  Fire,  EMS,  and  other  emergency  assistance  requests  to
appropriate locales;

 Logs calls and fills out appropriate incident documentations;
 Selects and assigns complainants to patrol units;
 Operates  computer  systems  to  include  Statewide  Police  Information  Computer  Network,

Mapping, Complaint tracking and informational database retrievals;
 Receives and directs phone calls to the communications center to appropriate personnel;
 Trains new personnel in the operation of communications center equipment;
 May provide approved pre-arrival emergency medical instructions prior to emergency personnel

arrival;
 May perform routine maintenance and cleaning of communications equipment.

        
        

F  ULL    P  ERFORMANCE    K  NOWLEDGES,    S  KILLS,    A  BILITIES,  AND    P  ERSONAL  
CHARACTERISTICS: Good knowledge of the operation of two-way radios, computer terminals,
and telephone switchboards; good knowledge of the geography of Cattaraugus County; ability to
type and operate data entry machines accurately at an acceptable rate of speed; ability to speak
clearly and distinctly; ability to make correct decisions calmly and quickly during emergencies;
ability  to  maintain  records  and  reports;  ability  to  understand  and  carry  out  oral  and  written
instructions;  ability  to  deal  courteously  with  the  public;  good  judgement;  reliability;  physical
condition  sufficient  to  perform  the  essential  functions  of  the  position  with  reasonable
accommodation made by the employer for physical handicap.
        
MINIMUM QUALIFICATIONS:  Graduation  from high school  or  possession  of  a  high  school
equivalency diploma.
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