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CLASSIFICATION TITLE: 

LEAD EMERGENCY COMMUNICATIONS 

DISPATCHER/CTO 

REPORTS TO: 

BCES COMMUNICATIONS SUPERVISOR OR DESIGN EE 

GENERAL SUMMARY: 

JOB#: 

6001 

PAY GRADE: 

N/A 

AFFILIATION: 

Affiliated 

FLSA STATUS: 

Non-Exempt 

Under the direction of the Communications Supervisor or designee, oversees the operations of 

the Communications Center and the performance of personnel, as assigned, trains, mentors and 

coaches assigned staff members, and assists with administrative tasks as needed. Subject to 

working irregular hours, rotating shifts, weekends and holidays, and 24-hour on call in emergency 

situations. This position requires employees to work in highly stressful emergency situations, 

or multiple simultaneous emergency situations, where injury or death of individuals might 

occur as a result of an error. 

ESSENTIAL JOB FUNCTIONS: 

Duties listed are representative of the types of tasks and functions performed by positions of this 

class of work. Percentage of time and rank of importance of duties are not listed since both will 

vary by position and work location. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

• Performs all essential duties of a call taker/dispatcher as required, and at times, performs

the dual role of call taker and dispatcher, where both tasks share equal importance.

• Coordinates and oversees the activities of dispatchers; assists the supervisor in providing

for proper shift coverage in the absence of employees, including overtime call-in and

coverage; ensures adequate skill level is scheduled for each shift; reviews work for

accuracy.

• Assists with complicated calls or incidents as needed; ensures proper prioritization of

tasks and timely handling of numerous calls.

• Performs duties of Certified Training Officer only as needed due to absence or time

conflict with assigned CTO.

• Maintains a calm and professional demeanor with callers who may be verbally abusive,

emotionally upset, uncooperative, or frightened.

• Provides input to Shift Supervisor for employee performance reviews, including training

deficiencies.
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