
 
 
 
 
 
 
 

December 3, 2019 

Part Time Dispatcher 
Police Department 

GENERAL DESCRIPTION:  
Under the general supervision of the Communications Supervisor and Administrative Director; 
receives all incoming telephone calls to the Police Department. Dispatches all emergency calls to 
appropriate divisions. Responsible for the operation of sophisticated communications and 
information retrieval system. Must be willing to work variable hours and able to remain at post for 
long periods for time  
ESSENTIAL JOB FUNCTIONS:  
1. 40 Hour minimum work week; operates a communications system maintaining contact with police 
and fire/rescue units.  
 
2. Dispatches vehicles to answer requests for assistance. Maintains constant communications with 
dispatched vehicle.  
 
3. Provides information concerning the location of residences, businesses, roads and streets and 
other related information requested or needed by field personnel.  
 
4. Maintains computerized communications records.  
 
5. Ability to function calmly and efficiently in a highly demanding work level environment.  
 
6. Ability to think and speak clearly and politely under pressure.  
 
7. Reviews routine and emergency telephone requests for assistance concerning police and other 
matters involving public safety. Determines action to be taken or agency to be referred to.  
 
8. Familiar with computers and keyboards and be accurate when entering information.  
 
9. MUST successfully pass the certification test for FCIC/NCIC in accordance with FCIC Section II 
(FCIC/NCIC User Requirements).  
 
10. Performs related work as required or assigned by supervisor.  
 
Continued on next page….  



MINIMUM QUALIFICATIONS:  
❖ Knowledge of the operating characteristics of the communications equipment;  

❖ Knowledge of the functions, policies, procedures and regulations of the communications system 
and of the police department;  

❖ Knowledge of city streets, landmarks and businesses;  

❖ Knowledge of business English and spelling;  

❖ Ability to understand and follow oral and written instructions;  

❖ Ability to access, input and retrieve information from computer;  

❖ Accurate typing skills;  

❖ Skill in the use of data input/retrieval equipment;  

❖ Ability to elicit information necessary for proper dispatching from citizens in a distressed or 
confused condition;  

❖ Ability to assess people and situations and use good judgment in decision making.  
 
EDUCATION AND EXPERIENCE:  
High school graduate or GED. Some experience in use of a two-way communication telephone 
minicomputer system desirable; or education and experience which provides the above knowledge, 
skills and abilities.  
(A comparable amount of training, education or experience can be substituted for the minimum qualifications.)  

ESSENTIAL PHYSICAL SKILLS:  
❖ Acceptable eyesight (with or without correction);  

❖ Acceptable hearing (with or without hearing aid);  

❖ Ability to communicate both orally and in writing;  

❖ Ability to access, input and retrieve information;  

❖ Ability to sit at a desk and view a display screen for extended periods of time.  
 
ENVIORMENTAL CONDITIONS:  
❖ Works inside in an office environment under occasional stressful conditions.  
 
(Reasonable accommodations will be made for otherwise qualified individuals with a disability)  

JOB LOCATION: Police Department, 6333 Ridge Road  
HIRING RATE: Depends on Qualifications and Experience  
CLOSING DATE: Open Until Filled  
Persons interested in this position should complete a City of Port Richey Police Department Support 
Staff Job Application Form and submit it to the City Human Resource Department.  
The City of Port Richey is an  

Equal Opportunity Employer and a Drug Free Workplace. 


