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ALLEGHENY COUNTY

Department of Human Resources

542 Forbes Avenue, 102 County Office Building

Pittsburgh PA  15219

Phone:  (412) 350-6830
Website: http://alleghenycounty.us/careers 

JOB ANNOUNCEMENT

Job Title:

9-1-1 Telecommunications Officer (Full-time)
Department:

Department of Emergency Services, 9-1-1 Administration
Salary:


$3,636.00 per month
How to Apply:
Applications are submitted online until 12:00 PM, Tuesday, March 6, 2018. After reviewing this job announcement, please click on the link at the bottom of the page to apply online. A resume is required with the application. 
Minimum Requirements:   High school diploma or its equivalent.  
Applicants with one (1) year of full-time experience in public safety and/or with experience in a high-volume call center are preferred.  Successful passing of the State of Pennsylvania 9-1-1 Telecommunicator certification exam or possession of any of the following certifications are a plus:  APCO 40 Basic Telecommunicator, Emergency Medical Dispatch, CLEAN/NCIC Terminal Operator, CPR.  
Testing Process:

Job Skills Examination: A Job Skills examination will be administered on March 12,13,14 and 16, 2018. Test times are scheduled for 8:00 AM, 10:30 AM, 1:00 PM and 3:30 PM. Eligible applicants will be contacted regarding further instructions on how to register for the test.  Only applicants who submit the completed application will be permitted to register. The examination includes a keyboarding skills test and assesses abilities in areas including decision making, prioritizing, spelling, memory recall, etc.  Applicants must achieve a minimum overall score of 74 and must have a minimum keyboarding score of 2961 KPH.
Behavioral Based Examination: Eligible applicants who pass the Job Skills Examination will be invited to the second stage of testing.
Applicants must pass a background investigation and medical/drug test prior to appointment.  Conviction of a felony is automatically disqualifying unless the applicant has been pardoned.  Additional testing, such as a behavioral assessment, may be required prior to candidates receiving a final offer of employment.
Duties:

· Receives requests for service from the public and dispatches police, fire and medical units as necessary.

· Operates public safety communications radio equipment; constantly monitoring the status and availability of public safety units.

· Operates computers of various types: CAD (computer-aided dispatch) systems, CLEAN/NCIC, GIS, PEMA, Motorola radio systems, and others as needed.

· Receives emergency 9-1-1 calls for police and fire service; interrogates callers, determines appropriate responses, provides entry into a CAD system and sends calls to dispatch positions.

· Receives 9-1-1 emergency medical calls; interrogates callers, determines medical response levels, and provides pre-arrival Emergency Medical Dispatch (EMD) instructions as required.

· Dispatches Allegheny County emergency units including Allegheny County Police, Sheriff’s Office, and Emergency Services field units.

· Dispatches other municipal police agency field units; fire departments and stations (paid and volunteer); and emergency medical units including first responders, Basic Life Support and Advanced Life Support Units.
· Performs other related duties as required or requested.

Knowledges, Skills and Abilities:

Knowledge of:

· General office practices and procedures

· Customer service techniques/best practices
· Personal computer features and functions 
Ability to:
· Communicate effectively professionally and precisely with clear enunciation at all times, utilizing English language speaking skills; practice accurate spelling.
· Understand and follow written and oral instructions.
· Successfully complete required training program.
· Learn and utilize various types of computers and automated systems to effectively perform the work.
· Remain calm, even tempered and emotionally detached in stressful situations; be decisive, accurate and able to multi-task while handling such situations.

· Work effectively under stressful conditions.
· Gather pertinent information quickly, and accurately process fragmentary information.
· Work all shifts and forced overtime if staff shortages occur.
Residency:  Must become a resident of Allegheny County within one (1) year of appointment.
Veterans’ Preference:  Will be awarded to eligible candidates.

The County of Allegheny is an Equal Opportunity Employer


