


Town of Hooksett Job Description

Police Department 

“Dispatcher”
Union Position - New England Police Benevolent Association, INC 
Date:  January 13, 2025
A. Job Summary
The dispatcher performs general duties that include radio communications for police, answering emergency and business lines and miscellaneous records keeping in conjunction with his/her duties.  The Dispatcher receives oral communications coming into the center from the public and police officers and transmits requests for service to the appropriate agency and/or locations.  The Dispatcher operates radios, telephones, computers and other equipment as necessary.  A dispatcher also monitors facility cameras to ensure station security and supervision of confined persons.  Other duties in accordance with job description.  
B. General Duties and Responsibilities

It is the duty and responsibility of the Police Dispatcher to:
a.
Be thoroughly familiar with the Department’s procedures for the use of the radio and other communications equipment.

b.
 Acquire a thorough knowledge of the location and layout of the streets, parks, buildings, businesses, residential areas and other significant areas of the town to maximize the accuracy and speed of dispatch.

c.
 Be familiar with emergency procedures that relate to matters requiring urgent police attention to be capable of activating them immediately.

d.
Keep personnel who have been dispatched to calls fully informed of all facts affecting the safety and efficiency of their response to the call.

e.
Inform the on-duty supervisor of the Police Department when contact with personnel who have been dispatched to a call who are on patrol and contact can’t be made after a reasonable amount of time.

f.
Maintain equipment, especially emergency call lines, in working order and immediately report any malfunction or defect to the Dispatch Supervisor or Patrol Shift Supervisor if the Dispatch Supervisor is not on duty. 

g.
Record all communications as required by policy and procedure.

h.
Monitor the closed-circuit-television systems to ensure station security, proper supervision of confined/detained persons, and safety of personnel.

i.
Enter dispatch information into appropriate computer-aided-dispatch systems, fields, and screens, and update information for unit dispatch, arrival, clearance, and comments.

j.
Monitor alarms panels and dispatch appropriate units in event of alarm activation.

k.
Monitor Safety Center system alarms and panels and notify appropriate personnel in event of alarm or system malfunction or activation.

l.
Disseminate police information that may be received by telephone, radio or computer system, as required by Department policy.

m.
Perform such other duties as required by the Chief of Police or other proper, higher authority.
This classification should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification. 
Other Training, Skills and Experience Requirements: 

· Preferred one year experience as a municipal dispatcher.

· Ability to deal successfully with public.

· Possess ability to receive and transmit information accurately.

· Be free of any conditions that results in a person not being able to perform the essential functions, with reasonable accommodation, of a Dispatcher as determined by a physician under contract with this agency.  
Education & License/Certification Requirements:


· High school diploma or GED.

· Valid NH driver’s license.  

· Any equivalent combination of education and experience, which demonstrates the required knowledge, skills, and abilities.

Schedule:  Rotating four (4) days on with two (2) days off.  The ability to work during the day, evening and/or midnight shift is required.

