Iberia Parish Communications District

Emergency Communications Center

g N1Cg4
W 7,

A\ 0
Q 2

Q 4 2
A
Uli
), S
Is a1 C

Public Safety Telecommunicator
Pre-Employment Packet

*It is strongly encouraged that each applicant reviews this packet in its entirety prior to

completing and submitting the application for employment!*
Original: 12/2017 | Last Revised: 08/2025



Dear Applicant,

The Iberia Parish Communications District (sometimes “District” herein) is pleased that you have
decided to complete an application for employment with our organization. The Iberia Parish
Communications District provides emergency 9-1-1 call taking for the entire parish of Iberia which
encompasses a population of over 75,000 citizens. Through an agreement with the Iberia Parish
Fire District #1 and the New Iberia City Fire Department, the District conducts fire dispatching for
both entities.

Each and every day a Public Safety Telecommunicator embarks on a new journey in their career
when they log-in to their position in the District’s Emergency Communications Center. As they
tighten their headset and ensure their systems are working properly, they have signaled that they
are prepared to handle the worst possible situations at any given moment.

This packet has been prepared to provide applicants with essential information pertaining to the
position of Public Safety Telecommunicator. The packet will further provided the applicant with
an overview of the recruitment, selection, and training process of the District. Applicants are
strongly encouraged to read the information in both this packet and the Application for
Employment thoroughly as failure to follow and abide by instructions provided within may result
in the applicant’s disqualification.

Due to a high number of expected Applications for Employment, each applicant is encouraged to
provide a functional e-mail address that is checked often, if not daily, as most correspondence will
occur electronically when feasible. While correspondence may occur electronically, it is important
that the District make it profoundly clear to applicants that Applications for Employment will not
be accepted electronically.

All applications are to be submitted, by mail or in person, to the following location:
Attention: Jenny Esterly
Iberia Parish Communications District
1111 Ember Drive
New Iberia, LA 70560

For questions regarding the information within this packet or the Application for Employment:
Jenny Esterly
Iberia Parish Communications District
Phone: 337-369-4427
E-Mail: jesterly@iberiagov.net
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Selection Process Chart

Step 1

Pre-Employment Packet Review

|¢

Step 2
Complete and Return Application for Employment

|¢

Step 3
Background Investigation

Step 4

|¢

Pre-Employment Orientation & Testing

Step 5

iﬁ

Oral Interview

Step 6
Conditional Job Offer

iﬁ

Step 7

iﬁ

Drug Screen / Examinations

Step 8
Employment as a Public Safety Telecommunicator!
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Application for Employment Instructions and Helpful Tips

Introduction:

L

The ability to read and follow directions are major functions of a Public Safety
Telecommunicator; therefore, applicants are expected to complete the District’s
Application for Employment with the guidance contained herein as well as within the
various sections of the Application for Employment. If an applicant has a question in
reference to the Application for Employment, the District’s hiring process, or any other
aspects of the possible employment with the Iberia Parish Communications District, the
applicant is strongly encouraged to read through this entire Pre-Employment Packet prior
to contacting the District for clarification. There is a great probability that an applicant’s
questions and/or concerns may be answered within this packet.

It is vitally important that all applicants be as accurate, complete, and truthful as possible
on all sections of the Application for Employment.

Obtaining the Application for Employment:

1.

Applications for Employment may be obtained in person from our Administrative Office,
1111 Ember Dr. New Iberia, LA 70560, Monday — Friday (excluding holidays) from 08:30
AM - 04:30 PM (excluding 12 PM — 1PM).

Applications  for  Employment may be  obtained electronically from
iberiaparishgovernment.com.

Completing the Application for Employment:

1.

Applications for Employment may be handwritten or electronically completed.

2. Handwritten Applications for Employment must be completed completely and accurately,

legibly written, and be in blue or black ink.

Electronically completed Applications for Employment must be completed completely and
accurately. Applications for Employment that are completed electronically must be printed
and the applicant shall sign and initial all required areas of the Application for Employment
with a “wet signature”. A wet signature is any signature affixed to a hard copy with a pen
or other writing device. Sections requiring wet signatures are denoted below. Electronic
signatures and initials will not be accepted.

Applicants should complete all sections of the Application for Employment that are
applicable.
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5.

Applicants may provide a copy of their resume when turning in their Application for
Employment; however, resumes will not be accepted in lieu of a completed application.
Applicants are required to provide all responses to questions contained within the
Application for Employment on the application. Applicants should not state “see resume”
as a response to any request of information. This is considered an incomplete response and
will invalidate the applicant’s Application for Employment.

Sections of the Applications for Employment requiring “Wet Signatures”.

1.

nkh

Section 10 — Nepotism

Section 11 — Certification of Statements Herein

Section 12 — Authority to Release Information

Section 13 — Authority to Obtain Information

Section 14 — Public Safety Telecommunicator Suitability Checklist

Requested Important Documents:

L.

In order to properly conduct background investigations and to further ensure that applicants
meet the minimal requirements for the position of Public Safety Telecommunicator, the
applicant is required to submit a copy of various forms of documentation. The copied
documents must be turned in with the applicant’s Application for Employment.

The required documents are:

Copy of High School Diploma or Equivalent
Copy of Birth Certificate

Copy of Social Security Card

Copy of Driver’s License

/e o o e

Those applicants who have certifications relevant to the position of Public Safety
Telecommunicator shall provide a copy of said certifications with their Application for
Employment.

Turning in the Application for Employment:

L

All Applications for Employment, regardless of the completion method, must be submitted
to the District’s Administrative Office by mail or in person.

2. Applications for Employment will not be accepted by fax or email.
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Iberia Parish Communications District Selection Process

Introduction:

In order to ensure that each applicant is afforded the same opportunities, the District follows a
strict selection process as defined in its policy. All elements encompassed within the selection
process are designed to use only those ratings criteria or minimum qualifications that are job or
industry related. Furthermore, these elements are administered, scored, evaluated and interpreted
in a uniform manner within the job classification.

Prior to the beginning of the selection process, applicants shall be informed, in writing, of the
following:

€3 All elements of the selection process
3 The expected duration of the selection process

€3 The Iberia Parish Communications District’s policy on reapplication

This pre-employment packet serves as the applicant’s written notification of the above listed
topics.

Eligibility Requirements:
The minimum age requirements for all full-time and part-time positions are established by District
policy. No employee shall be under the age of 18 years old at the time of their employment. The
Iberia Parish Communications District does not set a maximum age qualification for any
employment opportunities.

All positions shall require the educational requirements of, at a minimum, a High School Diploma
or the equivalent (i.e.; GED). Specialized positions may require further educational or certification
requirements. Any employee that is applying for the position of Public Safety Telecommunicator
shall have the minimum educational requirements of a High School Diploma or the equivalent.

Applicants must possess the ability to type at least 35 Words Per Minute (WPM). The Iberia Parish
Communications District reserves the right to test any applicant or employee’s typing speed at any
point in time. The District’s Application for Employment, under Section 7, requests the applicant’s
typing speed. While this can be left as “unknown”, an applicant may also obtain their WPM
abilities from various free typing speed tests on the internet.

Applicants shall possess the ability to learn in a fast-paced environment where employees are not
only expected but required to put newly learned skills to use almost immediately. It is also vitally
important that applicants encompass excellent communications and basic computer skills.
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Duration of the Selection Process:

The Iberia Parish Communications District is committed to the thorough investigation, review, and
testing of all applicants within the selection process. Due to the extensive nature of the selection
process, the duration of said process can last up to ninety (90) days. The District will make every
reasonable effort to ensure that the selection process occurs in a timely but orderly fashion as
prescribed by its policy.

Applicants may be selected to go through a variety of stages and may be notified multiple times
of their results through each stage of the selection process. These notifications may include
applicant disqualification, applicant advancement, special dates, times and locations of pre-
employment orientation(s) and testing(s), and interviews. Applicants determined to be ineligible
for further advancement through the selection process shall be informed in writing, through the
United States Postal Service or Electronic Mail, of such ineligibility within thirty (30) days.
Ineligible applicants may be entitled to re-apply after sixty (60) days if within the guidelines of
District policy. Re-application and the ability to do so is discussed later in this packet.

Again, applicants will be informed of either their advancement through or disqualification from
the selection process. Applicants should not assume they have been, or will be, advancing to the
next stage until specifically told by a representative of the District. Moreover, applicants should
refrain from contacting the District to “check the status” of their application.

Application Retrieval and Processing:

The Director of Operations for the District is tasked with receiving and processing all applications
that are returned to the District or the denoted return location on or before the prescribed
application deadline. Applications that are received after the deadline will not be processed and
shall be disqualified from the selection process.

Important factors considered during the initial application review include but is not limited to the
following:

0 Neatness
O Completion
O

O Employment Stability
O

Thoroughness

Minimum Qualification Establishment

Background Investigation:
A background investigation of each application will be conducted prior to any notification
detailing pre-employment orientation and testing. The Public Safety Telecommunicator position
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is one of character and integrity. Furthermore, in the course of the job, Public Safety
Telecommunicators may be granted access to both secure and confidential information, therefore,
a background investigation assists the District in choosing only those applicants who are deemed
appropriate to continue to through the selection process. Should an applicant receive an
unsatisfactory background check, the applicant may be disqualified from the selection process. All
applicants shall have a background investigation completed to include but not limited to:

€3 Verification of an applicant’s qualifying credentials
3 A review of any criminal record

3 Prior employment check

€2 Verification of at least three (3) personal references
€3 Warrant checks

O Computer Aided Dispatch checks of names, phone number(s), and addresses provided

Pre-Employment Orientation and Testing:

The Iberia Parish Communications District requires each applicant to attend a Pre-Employment
Orientation and Testing session during the selection process. The Pre-Employment Orientation
provides each applicant with information about the Iberia Parish Communications District, the
Public Safety Telecommunicators role in public safety, What is a Public Safety
Telecommunicator?, the Public Safety Telecommunicator’s work environment, Call volume and
types, the systems used by the Public Safety Telecommunicator, the selection process of the
District as well as the training process for all District Public Safety Telecommunicators.

The applicant shall also be required to take a Pre-Employment Test produced by Stanard &
Associates titled “The National Dispatcher Selection Test” (“NDST” herein). The NDST
objectively assesses the applicant’s skill level in five (5) important areas including: Reading and
Comprehension, Listening, Problem Solving, Prioritizing, and Multi-Tasking. Each applicant must
successfully complete the NDST test with a percentage of seventy-five (75) % or greater.
Applicants should prepare to be at said sessions for approximately two and one-half (2 '%) to three
(3) hours.

Pre-Employment Orientation and Testing sessions are mandatory and the District is not required
to hold more than one (1) of each per selection process. Failure to attend said session(s) will result
in the applicant being disqualified from the selection process.

As a note, the District generally conducts both the Pre-Employment Orientation and Testing on
the same date with the orientation being first. This allows the applicant to decide whether or not
they wish to continue on to the testing portion of the selection process.
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Oral Interview Board:

Applicants who successfully complete the Pre-Employment Orientation and Testing Sessions will
be contacted to schedule an oral interview. During this contact, the applicant will be informed of
the following:

O Interview Date

O Interview Time

O Interview Location

O Directions to the Interview Location

3 Interview Expected Duration

Conditional Job Offer:

Those applicants that are successfully endorsed by the oral interview board will be forwarded to
the Executive Director for further review and approval. The District makes it profoundly clear that
an applicant is not guaranteed employment throughout any portion of the selection process. This
includes satisfying the prescribed requirements discussed within this packet. Upon Executive
Director approval, the Director of Operations will contact the selected applicants to offer further
instructions to the applicant on how to move forward with the process.

It should be noted that employment is contingent upon the successful completion of a medical
examination, drug screening, and extensive training period.

Applicant / Application Disqualification:

As discussed throughout various portions of this packet, Public Safety Telecommunicator
applicants may be disqualified at any time during the selection process when it is determined that
such applicant is not qualified or suitable for the job, pursuant to District policy, or state or federal
law. The criteria provided in this section are designed to serve as guidelines to assist in determining
disqualification and in no way limits or bars the Iberia Parish Communications District from
rejecting an applicant for any other reason that deems the applicant unqualified or unsuitable for
employment. When an applicant is disqualified from the selection process, the applicant shall be
notified in accordance with the District’s policy. Applicant disqualification shall be communicated
through one (1) of the following methods: (1) Electronic Mail, (2) United States Postal Service,
(3) Telephone Communication.

€ Position Applied for Does Not Exist: Applicants that have a non-existent position listed
as the desired position on their application for employment may be contacted and informed
of such. Applicants may be eligible to re-apply for existing positions if minimum
qualifications have been met for said position(s).
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¢ Information Omitted: The requested information contained in the Application for
Employment is utilized as a valuable tool that assists in determining the right applicant(s)
for the position. The information also serves as a method for allowing the District to
familiarize itself with the applicant, thus making an informed decision regarding
employment opportunities. Information that has been omitted may result in the applicant’s
disqualification from the selection process. The omission may be as a result of the applicant
attempting to hide information about themselves or may be as a result of forgetfulness,
both of which are unbecoming of a Public Safety Telecommunicator.

)

-7 Deadline Missed: Applications for employment received after the posted deadline for the
specific hiring rotation will be disqualified from the selection process.

O Application Contains False or Misleading Information: Applicants who intentionally
include false or misleading information on their Application for Employment will be
immediately disqualified from the selection process.

=)

-7 Improper Grammar / Unacceptable Spelling / Illegible Handwriting: The nature of
the District’s responsibility is communications. Many documents maintained by the
District are subject to public record laws and are thereby available to the public which
makes a telecommunicator’s work product a direct reflection of the District. Applicants
who fail to utilize proper grammar or display the inability to correctly write and spell the
English language may be disqualified from the selection process. Moreover, applicants
whose handwriting is illegible may be disqualified from the process, as well.

O Lack of Attention to Detail / Improper Completion: A large part of the Public Safety
Telecommunicator position is attention to detail and ensuring all relevant actions are
completed throughout the course of their duties. Applicants who disregard details requested
on the Application for Employment may be disqualified due to their lack of attention to
detail and requested information. Lack of attention to details may involve candidates
entering information in the wrong areas, omission or failure to provide information as
requested.

O Unsatisfactory and/or Unstable Employment History: To alleviate and attempt to
minimize the turnover rate for the District, applicants that are unable to establish stability
in their previous employment history may be disqualified from the selection process.
Moreover, applicants who have two (2) or more involuntary terminations and/or discharges
from employment within the last five (5) years (not including terminations resulting from
business ceasing operations or resulting from being laid off from a position of
employment), Post-probationary termination or resignation in lieu of discipline from any
criminal justice related employment may also disqualify an applicant from the application
process. The District requires all District Members to adhere to and abide by several codes
of conduct and ethical guidelines and standards. To that end, applicants who have been
released from employment due to abuse of a position of trust through theft of time or
services, any pattern of repeated abuse of authority, lack of
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respect for authority or law, or lack of respect for the dignity and rights of others may be
disqualified from the selection process. The District acknowledges that all District
Members have a right to work in an environment that is free of harassment and
discrimination and therefore, any applicant who has been released from employment or has
a history of engaging in an act of discrimination or harassment of any kind may be
disqualified from the selection process.

O

the applicant should provide methods of communications, such as email, that is checked

Applicant Non-Responsiveness: The District notes in various portions of this packet that

regularly, if not daily. Any time an applicant becomes non-responsive to the requests or
notifications of or from the District may result in the disqualification of the applicant.
Instances may include but are not limited to: failure to respond or attend pre- employment
orientation and testing sessions, failure to respond or attend oral interview boards, failure
to respond or attend conditional job offer meetings, failure to respond, attend, or
successfully pass a drug screen, failure to respond or attend to any other aspects required
within the selection process.

In accordance with District Policy and all relevant laws, no applicant will be disqualified
from the selection process based on age, race, sex, creed, color, religion, sexual orientation,
veteran status, ADA-protected disabilities, marital status, national origin or ancestry, or any
other status or characteristic covered by federal, state, or local law.

Reapplication and Retesting:

Reapplication, retesting, and reevaluation of applicants not hired or promoted throughout the
selection process on previous attempt(s) is permitted after sixty (60) days as long as nothing in the
applicant’s history indicates unfitness for employment or duty. Applicants will be advised of their
eligibility of such re-application upon notification of the decision not to employ or promote the
applicant through the selection process. Reapplication and retesting sessions are scheduled based
on actual or forecasted vacancies within the Iberia Parish Communications District.

Unfitness for employment or duty includes a variety of factors, including but not limited to:

O The applicant has made false statement(s) of material fact(s), or intentionally misled the
Iberia Parish Communications District by placing false information on his/her application
or supplements thereto;

)

-3 The applicant has committed, or attempted to commit, a fraudulent act during any stage
of the selection process;

O The applicant is an illegal alien not legally permitted to work in the United States;
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3 The applicant lacks credibility as a witness in a court of law, is unable to give testimony
in a court of law without being subject to impeachment due to his/her honesty or veracity
(or their opposites);

€2 Revelations of continuous unacceptable drug usage;
O Discovery of unsatisfactory criminal record;

€2 Other factors considered to be unbecoming of an Iberia Parish Communications District
employee.
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Working for the Iberia Parish Communications District

Pay:
The Iberia Parish Communications District, through the Human Resources Department of the
Iberia Parish Government, compensates its member’s in accordance to an established
compensation plan which identifies and defines levels and types of compensation for work
performed within the District.

1. Public Safety Telecommunicator Compensation - Days:

Hourly: $13.34 Overtime Rate: $20.01

Bi-Weekly:  $1,067.20 Bi-Weekly (with Overtime): $1,253.96

Yearly: $27,747.20 Yearly (with Overtime): $32,602.96
*Above figures are estimated*

2. Public Safety Telecommunicator Compensation — Nights:

Hourly: $13.74 Overtime Rate: $20.61

Bi-Weekly:  $1,099.21 Bi-Weekly (with Overtime): $1,291.56

Yearly: $28,579.61 Yearly (with Overtime): $33,580.56
*Above figures are estimated*

Work Schedules:

The Iberia Parish Communications District operates twenty-four (24) hours a day, seven (7) days
a week. Through its policy, the District establishes four (4) operational shifts — 2-day shifts
(100/200) operating 0600 hours — 1800 hours and 2-night shifts (300/400) operating 1800 — 0600.
District Members are assigned to a shift rotation which consists of a reoccurring schedule of sixty
(60) hours during one (1) week and twenty-four (24) hours during a second (2°9) week of a pay
period. Due to this recurring working schedule, District Members receive twenty (20) hours of
overtime per pay period due to physically working over forty (40) hours in a single work week.
Below is an example of a pay period.

Monday | Tuesday | Wednesday | Thursday | Friday | Saturday | Sunday
Week 1 | 200/400 | 200 /400 100 /300 100 /300 | 200/400 | 200 /400 | 200 /400
Week 2 | 100/300 | 100/300 200 /400 200 /400 | 100/300 | 100/300 | 100/300
Training:

The Iberia Parish Communications District notes that training has often been cited as one of the
most important responsibilities in any public safety communications agency. The District has an
intense on-the-job training program to guide the newly appointed public safety telecommunicator
and assist in learning the skills needed for successful job performance. During a phased training
program, the newly appointed public safety telecommunicator will complete a multi-week in-
house training academy prior to being assigned to a shift with a Communications Training
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Officer to instruct and guide the new employee through the difficult learning period. During their
time with a Communications Training Officer, new employees will be exposed to various shifts
(both day and night) and will also receive daily observation reports to track their progress
throughout the training program.

Equal Opportunity Employer:

The Iberia Parish Communications District recognizes that to excel as a professional entity within
Public Safety the District must continue to hire the best suitable applicants and secure the full
participation and commitment of all employees. In keeping with this conviction, it is the policy
and intent of the Iberia Parish Communications District to hire and provide all staff with the
opportunity to grow, develop, and contribute fully to our collective success without regard to the
following:

¢) Race () National Origin

() Color () Age

() Religion () Disability

() Creed () Veteran Status

() Sex { ) Marital Status

() Sexual Orientation ¢ ) Domestic Partner Status

{) Gender Identity () Any other status or characteristic

covered by federal, state, or local law.

Achievement of the goal of Equal Opportunity Employment is obtained through the deliberate and
sustained effort to identify and eliminate all barriers to fair recruitment, employment and
advancements of any and all applicants and employees.

The Iberia Parish Communications District is an Equal Opportunity Employer.
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Public Safety Telecommunicator - Job Description

Performs emergency call taking and dispatching duties for the Parish, including receiving and
processing requests for law enforcement, fire, and emergency medical services often under
stressful conditions. Work involves dispatching appropriate personnel for response to requests in
protecting lives and property. Ensures calls are handled in a professional and timely manner
while exercising judgment in urgency of calls as well as preparing and maintain various
documents and logs as required.

Minimum Qualifications or Standards Required to Perform Essential Job Functions

Physical Requirements:

Data Conception:

Interpersonal
Communication:

Language Ability:

Intelligence:

Verbal Aptitude:

Must be physically able to operate different types of equipment
and machinery including office equipment, communications
equipment, etc. Must be physically able to exert up to ten pounds
of force occasionally and/or frequently lift, carry, push, pull, or
otherwise move objects. Sedentary work involving sitting much
of the time, with extended periods of time at a keyboard. Must be
able to life or carry up to twenty pounds.

Requires the ability to compare and or judge the readily
observable functional, structural, or compositional characteristics
(whether similar to or divergent from obvious standards) of data,
people, or things.

Requires the ability of speaking and/or signaling people to convey
or exchange pertinent and vital information to co-workers.
Includes the receiving of information and instructions from
supervisor.

Requires the ability to read a variety of policy and procedure
manuals, computer manuals, maps, training manuals, etc.
Requires the ability to enter data into computer and prepare
records, reports, etc., with proper format, punctuation, spelling
and grammar, using all parts of speech. Must be able to speak
with poise, voice control and confidence and to articulate
information to others.

Requires the ability to apply principles of rational systems to
solve practical problems and deal with a variety of concrete
variables in situations where only limited standardization exists;
to interpret a variety of instructions furnished in oral, written,
diagrammatic or schedule form. Requires the ability to make
routine independent judgments in the absence of supervisor; to
acquire knowledge of topics related to primary occupation. Must
have the ability to comprehend and interpret received information
and the ability to comprehend and implement basic office
machinery functions.

Requires the ability to record and deliver information, to explain
procedures, to follow oral and written instructions. Must be able to
communicate effectively and efficiently with persons of varying
educational and cultural backgrounds, and in using law
enforcement / fire service terminology.
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Numerical Aptitude:

Form/Spatial Aptitude:

Motor Coordination:

Manual Dexterity:

Color Discrimination and
Visual Acuity:

Interpersonal

Temperament:

Physical Communication:

Performance Indicators:
Knowledge of Job:

Requires the ability to add and subtract totals, to multiply and
divide, to determine percentages and decimals, to determine time.
Must be able to use practical applications of fractions,
percentages, ratio and proportion.

Requires the ability to inspect items for proper length, width and
shape, and visually read various information.

Requires the ability to coordinate hands and eyes rapidly and
accurately in using automated office equipment and
communications machinery.

Requires the ability to handle a variety of items including
computer keyboards, office equipment, control knobs, switches,
etc. Must have minimal levels of eye/hand/foot coordination.
Requires the ability to differentiate colors and shades of color;
requires the visual acuity to determine depth perception, peripheral
vision, inspection for small parts; preparing and analyzing written
or computer data, etc.

Requires the ability to deal with people beyond giving and
receiving instructions. Must be adaptable to performing under
stress when confronted with emergency, unusual or dangerous
situations. The worker may be subject to danger or risk to a slight
degree, or to tension as a regular, consistent part of the job.
Requires the ability to talk and hear: (talking: expressing or
exchanging ideas by means of spoken words; hearing: perceiving
nature of sounds by ear). Must be able to hear and understand
communications through a telephone.

Has thorough knowledge of the methods, policies and procedures
of the Iberia Parish Communications District as they pertain to the
performance of duties of the Public Safety Telecommunicator. Has
knowledge of the laws, ordinances, standards and regulations
pertaining to the specific duties and responsibilities of the position.
Has knowledge of the organization of the Parish and of related
departments and agencies. Is able to comprehend, interpret and
apply regulations, procedures and related information. Is able to
provide efficient, effective and professional service to the public,
Firefighters and Law Enforcement Officers. Has knowledge of the
methods and procedures of police and fire service communications,
including 911 call taking, Computer Assisted Dispatching and radio
communications. Has knowledge of and skill in the use of
communications equipment. Has knowledge of departmental rules
and regulations regarding the use of radio equipment and of
maintaining contact with officers and various agencies. Has
knowledge of the layout of the Parish roads and of the locations of
various neighborhoods; is able to read, interpret and understand
Parish maps. Is able to communicate via radio and telephone in a
clear and concise manner. Is able to
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Quality of Work:

Quantity of Work:

Dependability:

Attendance:

communicate effectively with members of the public and deal with
the public in a professional manner. Is able to obtain accurate
information when dealing with callers who are upset, afraid,
injured, etc. Is able to transmit accurate information. Is able to give
accurate direction over the telephone, providing the shortest route
possible to emergency scenes. Is able to properly and effectively
handle stressful calls that require special training and insight for
successful intervention by the appropriate personnel. Has
knowledge of modern office practices and equipment. Has
knowledge of modern office practices and techniques; has
knowledge of and skill in the use of computers for data processing
and records management. Has knowledge of proper English usage,
vocabulary, punctuation and spelling; has knowledge of basic
mathematics. Is able to type accurately at a rate sufficient for the
successful performance of assigned duties. Has knowledge of how
to operate and maintain a variety of office equipment as necessary
in the performance of daily activities. Is skilled in applying a
responsible attention to detail as necessary in preparing reports and
correspondence. Is able to read and interpret various materials
pertaining to the responsibilities of the job. Is able to take the
initiative to complete the duties of the position without the need of
direct supervision. Is able to use independent judgment in
performing routine and non-routine tasks. Is able to offer assistance
to fellow employees as necessary. Is able to function effectively as
a member of a work team. Is able to learn and utilize new skills and
information to improve job performance and efficiency. Has
knowledge of the occupational hazards and safety precautions of
the trade. Is capable of working under stressful conditions as
required. Has knowledge of how to react calmly and quickly in
emergency situations.

Maintains high standards of accuracy in exercising duties and
responsibilities. Exercises immediate remedial action to correct any
quality deficiencies that occur in areas of responsibility.

Maintains high quality communication and interaction with internal
and external entities with whom the position interacts.

Performs described Essential Functions and related assignments
efficiently and effectively in order to produce quantity of work
which consistently meets established standards and expectations.
Assumes responsibility for completing assigned work. Completes
assigned work within deadlines in accordance with directives,
policy, standards and prescribed procedures. Maintains
accountability for assigned responsibilities in the technical, human
and conceptual areas.

Attends and remains at work regularly and adheres to policies and
procedures regarding absenteeism and tardiness.  Provides
adequate notice to higher management with respect to vacation
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Initiative and Enthusiasm:

Judgement:

Cooperation:

Relationship with Others:

Coordination of Work:

Safety and Housekeeping:

time and leave requests.

Maintains an enthusiastic, self-reliant and self-starting approach to
meet job responsibilities and accountabilities. Strives to anticipate
work to be accomplished, and initiates proper and

acceptable action for the completion of work with a minimum of
supervision and instruction.

Exercises analytical judgment in areas of responsibility. Identifies
issues or situations as they occur and specifies decision objectives.
Identifies or assists in identifying alternative solutions to issues or
situations. Implements decisions in accordance with prescribed and
effective policies and procedures and with a minimum of errors.
Seeks expert or experienced advice where appropriate and
researches issues, situations and alternatives before exercising
judgment.

Accepts supervisory instruction and direction and strives to meet
the goals and objectives of same. Questions such instruction and
direction when clarification of results or consequences are justified,
i.e., poor communications, variance with established policies or
procedures, etc. Offers suggestions and recommendations to
encourage and improve cooperation intra-

and inter-departmentally.

Shares knowledge with managers, supervisors and co-workers for
mutual benefit. Contributes to maintaining high morale among all
employees. Develops and maintains cooperative and courteous
relationships inter- and intra-departmentally, and with external
entities with whom the position interacts. Tactfully and effectively
handles requests, suggestions and complaints in order to establish
and maintain good will. Emphasizes the importance

of maintaining a positive image.

Plans and organizes daily work routine. Establishes priorities for
the completion of work in accordance with sound time-
management methodology. Avoids duplication of effort. Estimates
expected time of completion of work elements and establishes a
personal schedule accordingly. Attends required meetings,
planning sessions and discussions on time. Implements work
activity in accordance with priorities and estimated

schedules.

Adheres to all established safety and housekeeping standards.
Ensures such standards are not violated.

Disclaimer: This job description is not an employment agreement or contract!
Management has the exclusive right to alter this job description at any time without notice!
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