
City of Washington Job Description 

Dispatcher Trainee 

Status: Full-time 

FLSA Status: Non-exempt 

Department: Communications  

Immediate Supervisor: Director of Communications 
 

 

General Purpose of Position 
 

Performs a variety of duties related to communications and dispatch of police officers, fire crews, and emergency 

City crews 

 

Major Duties and Responsibilities (Essential Functions) 
 

Dispatches for a number of public safety services, including police, and fire  
 Answers multiple phone calls at the same time and prioritizes calls 

 Decides whether to transfer call out of jurisdiction or contact appropriate local personnel 

 Dispatches many calls and provides directions to various emergency personnel at the same time 

 Provides pre-arrival medical directions when appropriate  

 Makes arrangements for special medical services as needed, such as transport by helicopter 

 Coordinates towing / wrecker services as needed 

 Coordinates emergency response efforts for responding agencies 

 Enters appropriate transaction codes for data bases 

 Notifies numerous public agencies as required 

 

Uses computer-aided dispatch system to track and record incoming calls and outgoing 

dispatches 
 Obtains accurate information and enters into computer along with running commentary 

 Ensures information is logged into computer-aided dispatch system 

 Runs various types of computerized searches, such as criminal histories, license plates or vehicle registrations 

 

Monitors and completes paperwork 
 Completes all reporting system entries, providing the appropriate case number, paperwork, and adult vs. 

juvenile information 

 Arrests entered into computer and other appropriate paper files 

 Enters and updates warrants and other information for the Municipal Court 

 Issues burn permits during burn season 

 

Interacts with other agencies, organizations or the public as needed 
 Monitors road closures and informs emergency personnel 

 Monitor weather using television, teletype and Doppler radar and information from other agencies to notify 

weather spotters as necessary 

 Receives after-hours calls for the City, determining the proper notification required 

 Dispatches utilities calls and contacts other service providers as needed 

 Provides departmental tours and other public education opportunities as requested 

 

Assists with the video and intercom handling of prisoners 
 Checks on prisoners at the frequency defined in departmental policy 

 Orders food for prisoners 



 

Marginal Duties and Responsibilities 
 

 Trains new Dispatchers as directed or needed 

 Performs other duties as directed 

 

Job Context 

 

Working Conditions   

 
The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this position. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

While performing the duties of this position, the employee is not regularly exposed to adverse conditions. The noise 

level in the work environment may range from quiet to loud.  This position is exposed to very stressful situations 

where things may seem chaotic.  This position may be called out 24 hours a day or work on a shift to include 

evenings, nights, weekends and holidays.  This position may have very long hours.  
 

Physical Requirements   

 
The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this position. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

While performing the duties of this position, the employee is regularly required to sit; use hands to finger, handle, 

hold or grip, or feel; reach with hands and arms and talk or hear. The employee is occasionally required to stand, 

walk, bend, climb or balance and stoop, kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 10 pounds 

does not generally occur. Specific vision abilities required by this job include close vision, color vision, depth 

perception and ability to adjust focus. 

 

Required Education and Experience 
 

High school diploma or its equivalent.  Six months to twelve months work experience; or equivalent combination of 

education and experience. 

 

Preferred Education and Experience 
 

One year to two years related experience and/or associate’s degree; or equivalent combination of education and 

experience.  Computer experience. 

 

Licenses and Certifications 
 

The person in this position must be MULES certified within one year of hire, must maintain all state- and city-

required certifications by taking required professional development classes, and must have a valid Missouri driver’s 

license. Maintains Emergency Medical Dispatch Fire and Police Dispatch Certifications.  

 

Knowledge, Skills and Abilities 
 

Knowledge 
 Knowledge of federal, state and city laws, codes and ordinances  



 Knowledge of geographic layout of City and surrounding area 

 Knowledge of and use of proper spelling, grammar and the use of English in speaking and writing 

 Knowledge of computer operations and applications, including word processing and spreadsheets 

 Knowledge of principles and processes for providing customer and personal services. This includes identifying 

customer needs, meeting standards for service and customer satisfaction 

Skills and Abilities 
 Ability to speak effectively before groups of customers or employees of organization, effective communication 

skills orally and in writing 

 Ability to write routine reports and correspondence 

 Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals 

 Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 

form 

 Ability to deal with problems involving several concrete variables in standardized situations 

 Ability to remain calm in stressful situations while listening and directing callers and responders 

 Ability to prioritize daily work flow 

 Ability to meet specified or required deadlines 

 Ability to maintain accurate records 

 Ability to attend to duties reliably and predictably 

 Ability to follow departmental and City policies and procedures  

 

Supervision 
None 
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