
CITY OF SCOTTS VALLEY

CLASS SPECIFICATION

EMERGENCY DISPATCHER/CLERK II

JOB PURPOSE:
Under general superv ision of the Serv ices Superv isor or the Administrativ e Serv ices Commander,
to perform emergency  and non-emergency  radio dispatching.  Operate a 9-1-1 primary  public
safety  answering point, receiv e and appropriately  act upon all 9-1-1 emergency  calls.  Answer and
appropriately  dispatch or route incoming telephone calls.  Assist in the operation and maintenance
of all automated and manua l police record keeping sy stems within the Scotts Valley  Police
Department.   Performs reception duties at public counter, prov ide clerical support for all div isions
of the Police department v ia word processing, ty ping, etc, and perform related duties as assigned.

In addition to the abov e listed duties, the Emergency  Dispatcher Clerk II shall be assigned to
Ev idence Control which includes responsibility  for maintenance of the Ev idence Room and all
related records;  act as court liaison including direct and electronic filing and if needed,
transportation of documents to the Courts and District Attorney 's Office;  prov ide clerical support
for the Administrativ e Serv ices Commander;  and assist in the maintenance of the City  of Scotts
Valley  Disaster Planning Manual.  Assists the Administrativ e Serv ices Commander in scheduling
of Serv ices Div ision personnel; assists with computer data entry  and monthly  statistical reporting;
in arranging for repairs of Department equipment;  and processes registrations of all local drug,
arson, gang and sex offenders in compliance with state law.

DISTINGUISHING CHARACTERISTICS :
This non-sworn position is a full time EDC-II.  Incumbents will be primarily  assigned to permanent
day  shift, but will be required to assume rotational shifts (nights, weekends, holiday s) when
assigned,  and are expected to be able to perform the full range of duties required of the class.
This class is distinguished from the class of EDCI in that the EDCII performs a full range of the more
complex tasks and duties assigned to positions within the series.  This class is distinguished from
the EDCIII in that the EDCIII is a  higher lev el class and has functional lead dispatcher
responsibilities for the Dispatch/Records unit.

The EDCII receiv es general superv ision from the EDCIII and Serv ices Superv isor.  As training and
experience is gained, more independence of action will be expected.  Employ ees at this lev el
receiv e only  occasional instruction or assistance as new or unusual situations arise.  Employ ees
at this lev el are fully  aware of Scotts Valley  Police Department operating procedures and policies.
The EDCII also assists the Serv ice Superv isor in the day -to-day  duties of shift administration.

The EDCII exercises lead direction, trains and monitors the work of EDCI’s and Volunteers to
accomplish specific projects as assigned in the absence of EDCIII’s or Serv ices Superv isor.  Giv es
input and reports to the Serv ices Superv isor or Administrativ e Serv ices Commander on any
performance or operational problems encountered while serv ing as lead dispatcher in the absence
of the EDC III’s or Serv ices Superv isor.  
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EM PLOYM ENT QUALIFICATIONS  (M INIM UM  REQUIREM ENTS):
Proof at time of application that candidate will be at least 18 y ears of age at time of employ ment.
High School diploma or GED/equiv alent; Associate of Arts degree or equiv alent preferred. Valid
California motor v ehicle operators license (Class C/Class 3). Some general office experience,
preferably  with a law enforcement agency .  Accurate ty ping/key board skill of 45 words per
minute. Three (3) y ears of experience as an EDC-I or similar position.

Must be a citizen of the United States or a permanent resident alien who has applied for citi-
zenship one y ear prior to application for employ ment, in accordance with Section 1031.5 of the
Gov ernment Code. Must reside within a 60 minute driv e to 1 Civ ic Center Driv e, Scotts Valley ,
CA. or be willing to relocate within a time limit as set by  the Chief of Police of Scotts Valley .

KNOWLEDGE OF:
Business letter composition, knowledge of proper English grammar, spelling, sentence composition
and punctuation.  Some knowledge of human motiv ation and behav ior.

ABILITY TO:
Learn, understand, interpret and apply  modern police communications procedures including the
Enhanced 9-1-1 Sy stem, and local, county , state and federal automated information sy stems;
hear, understand, recall and accurately  relay  v erbal communications and instructions receiv ed
in person, ov er radio wav es or v ia telephone;  read and understand written instructions, City
Personne l Rules and Regulations, local, state and federal laws, Police Department manual,
department  rules, regulations and procedures;  learn and efficiently  execute extensiv e word
processing tasks.

POSITION DESCRIPTION  (ESSENTIAL JOB FUNCTIONS):
EDC-II may  be required to perform any  one/or combination of the following duties and tasks:

I. PHYSICAL PERFORM ANCE DUTIES :

Inv olv es working in a small, two position Dispatch Center/Records Div ision located within

the Police facility  and housing all communications and records equipment and files for the
Scotts Valley  Police Department.  Incumbents a re assigned to work in a high pressure
env ironment;  primarily  working day  shift, but may  be required to work night shifts,
extended shifts, rotating shifts and holiday s.  Inv olv es mov ing quickly  among the commu-
nications console, the public counter, filing cabinets, and office machinery .  Inv olv es
operating a computer/key board for long periods of time.  Inv olv es lifting and securing
ev idence on shelv es and using a ladder at times.

II. DISPATCH DUTIES :

A. General Dispatch Duties - Examples:   Receiv e information v ia telephone, in person
or ov er radio wav es; listen carefully , and, following dept. policy  and procedure,
extract pertinent facts, offer calm assurance to distraught, excited or angry  callers;
then relay  those pertinent facts accurately , as quickly  as possible, for appropriate
action.  Speak clearly  in a calm or in an assertiv e, commanding v oice, as
appropriate.  Observ e and accurately  recall names, faces, numbers, incidents and
places.  Observ e and recognize unusual or dangerous situations or ev ents.  Take
direct ion from sev eral superv isors.  Quickly  learn and retain knowledge of
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loca t ions of roads, streets, business and industrial plants and public buildings
within the community .

B. Reading - Read statutes, reports, memos, training material, etc.  Examples:   Read

and understand written laws and dept. rules, regulations and procedures.

C. Decision Making - Inv olv es ana ly sis, ev aluation and inquiry  in order to make

proper determinations (e.g., ev alua t ing of emergency , extracting appropriate
information from caller quickly  in order to dispatch appropriate assistance in the
briefest possible amount of time).  

D. Rev iew and Recall of Information - Inv olv es rev iew and study  of information for
later recall such as wanted persons and v ehicles.  Examples - Rev iew calls for
serv ice, bulletins, etc. to assist officers in monitoring criminal activ ity  on patrol
during dispatch shift.  

E. Enhanced 9-1-1 Dispatching - Inv olv es answering 9-1-1 calls in Primary  Public Safety

Answering Point;  screening and disbursing calls as appropriate;  maintaining
mental and phy sical acuity ,  thinking clearly  and acting quickly  during stressful
emergencies.

F. Emergency  and Non-Emergency  Police Dispatching - Inv olv es receiv ing, screening

and dispatching of police emergency  and non-emergency  calls and complaints;
judging situations and people accurately ;  carry ing out appropriate actions within
the scope of the duties of this position;  diffusing potentially  v iolent situations
ov er the telephone;  being flexible in dealing with people and ev ents;  controlling
one's temper ev en under considerable prov ocation;  reacting quickly , calmly  and
with mature resourcefulness in emergency  situations;  exercising interpersonal
sensitiv ity  with all ty pes of people in v ary ing situations;  making computer
inquiries and entries of local, county , state and national automated information
sy stems;  maintaining appropriate records for documenting calls for serv ice, officer
patrol activ ity , etc.;  and responding to telephone  and personal inquiries for
general information within the scope of this position.  Inv olv es balancing of duties
among E9-1-1 dispatching, police dispatching; on occasion going into the field to
assist at command post in major incidents to coordinate communications and do
note taking, records keeping, dispatching, telephone contacts, etc.;  public counter,
business telephone, and the v arious computer sy stems utilized;  and additional
related duties as assigned.
(Dispatching in the field requires the ability  to operate a city  v ehicle.)

III. EVIDENCE CONTROL:
Inv olv es the sole responsibility  for maintaining absolute security  of all ev idence handled within
the  Department;  and the maintenance of accurate logging and cataloging of ev idence .
Incumbents must be knowledgeable of all laws pertaining to the receiv ing, handling and releasing
of ev idence.  Incumbents may  be required to testify  in court to v erify  the chain of ev idence.
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IV. COURT LIAISON:
Inv olv es the responsibility  for transportation and electronic filing of reports and other documents
to Superior Court and Office of the District Attorney .  Also inv olv es the receiv ing, documenting
and distribution of all court  and other agency  documents receiv ed by  the department (i.e.
subpoenas, returned for correction citations, district attorney  requests, etc.).  (NOTE: Acting as
court liaison requires ability  to operate a city  v ehicle.)
  
V. CLERICAL DUTIES :
Inv olv es prov iding clerical support to the commander in charge of the Operations Div ision;
including, but not limited to note taking at meetings, transcribing tape recordings, word
processing, letter composition, miscellaneous record keeping and other related duties.

A. Police Records Maintenance - Inv olv es a v ariety  of duties connected with police

records including, but not limited to computer data entry  of police reports and other
documents;  maintenance of department logs, photocopy ing/scanning documents,
making inquiries and entries into local, county , state and nationa l  computer
networks;  making mathematical calculations at a high school lev el;  maintaining
conf ident iality  of sensitiv e information in accordance with the law;   operate
ty pewriter or computer key board accurately  at the rate of 45 words per minute
(minimum speed);  maintenance of manual and electronic filing sy stems.  

B. Other Clerical Duties - Inv olv es computer word processing and ty ping of

miscellaneous correspondence, memos, manuals, forms and other documents;  and
other clerical duties as assigned.

C. Office/Electronic and Radio Equipment - Inv olv es the operation of office equipment

including; ty pewriter, photocopier, computer, computer printers, scanner, recording
equipment, fax machine, the communication’s radio console, two-way  hand held
radio and telephone sy stem.

D. Miscellaneous Duties for Emergency  Dispatcher/Clerk II position - Inv olv es

fingerprinting citizens as requested for permits, licenses, etc., and fingerprinting
persons suspected of crimes.

VI. DISASTER PLANNING M ANUAL:
Incumbent will be assigned to assist in the maintenance and updating of the City  of Scotts Valley
Disaster Planning Manual which includes word processing and other duties relating to production
of all copies of the manual.

VII. ASSISTANT TO COM PUTER SYSTEM  COORDINATOR:
Incumbent will be assigned as backup Computer Sy stem Coordinator, and as such, will be fully
trained on the operation of all Department sy stems, and the production of statistical reports, to
prov ide backup in the ev ent that the Computer Sy stem Coordinator needs assistance in any  area
concerning the computer sy stems.


