
POLICE RADIO DISPATCHER 
 

DISTINGUISHING FEATURES OF THE CLASS:  This work is of routine difficulty but requires a 
high degree of responsibility and judgment in the receipt and transmission of police and fire 
communications by telephone and radio and in dispatching of patrol cars and other 
emergency vehicles to the incident scene.  Work is performed under the general supervision 
of a Police Sergeant or higher ranking officer and in accordance with law and the regulations 
of the Federal Communications Commission and established local procedures.  Does related 
work as required. 
 
TYPICAL WORK ACTIVITIES: 
Receives and transmits written messages and voice messages by telephone, two-way radio  
   and teletype; 
Dispatches patrol cars and other emergency vehicles to the incident scene; 
Maintains a continuous daily log of all transmissions; 
Files messages and cross-reference cards, which may be done manually or by computer; 
Maintains alphabetical and numerical files;  
Performs miscellaneous clerical duties. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS: 
Ability to operate a two-way radio;  ability to express command of the English language;  
ability to enunciate words clearly and pronounce words correctly;  ability to understand and 
carry out oral and written instructions;  aptitude for clerical work;  possession of a high 
degree of tact and courtesy;  possession of good judgment and cool-headedness. 
 
MINIMUM QUALIFICATIONS:  Graduation from high school or possession of an equivalency 
diploma and one (1) year of experience in radio communication, dispatching or in any work 
involving direct public contact. 
 
NOTE: 
Academic, technical or vocational training or additional experience may be substituted for 
schooling on a year-for-year basis. 
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