
FULL TIME JOB OPENING
BANNOCK COUNTY SHERIFF’S OFFICE
COMMUNICATION SPECIALIST

Full-time Position – 40 hrs per week
Salary Range:   Grade 8 - $16.16
Closing Date:  Open Until Filled
Application Instructions: Must fill out Bannock County Sheriff’s Office application available at the Bannock County Sheriff’s Office, 5800 South 5th between 7:00 a.m. and

6:00 p.m. Monday through Thursday.

 Or go to our Web site at  www.bannockcounty.us/sheriff/jobs/
Contact Persons:
Captain Kevin G Fonnesbeck 236-7121

Basic Job Description:
The principal function of a Communications specialist is to answer emergency and non-emergency calls for police, fire, medical and other emergency services using a multi-line telephone and 911 systems.  They are responsible for fast, efficient, and accurate receiving, dispatching, and processing of calls and messages from and to police, fire, and emergency medical services vehicles and personnel on assigned shift, as well as retrieves and provides information to police and requesting agencies on outstanding warrants, protection orders, and related information.  Works non-traditional hours, the communication center is staffed 24 hours /

day and must be available weekends and holidays. 

Essential Duties and Responsibilities:  
· Receives, evaluates, and prioritizes requests for emergency and non-emergency service from the public, police, fire, and emergency medical services agencies, County departments, and surrounding agencies, and other callers;

· Interviews all emergency callers to determine the nature of the emergency, location of the incident, other related information and the need for dispatching of emergency assistance using a telephone switchboard according to established rules and procedures;

· Maintains telephone contact with callers in evolving situations until the arrival of personnel who take command of the incident;

· Enters information into computer and files either as reference material or current information pertaining to calls; accesses multiple files to obtain or insert information;

· Maintains accurate log of calls, activities, reports, requests, and related information;  

· Retrieves and provides information from the National Crime Information Center (NCIC) and ILETS systems to requesting field units;

· Performs all work duties and activities in accordance with County and Department policies, procedures and safety practices.
MINIMUM QUALIFICATIONS:

· High school diploma or GED equivalency is required; and

· A comprehensive knowledge of computers and  data entry,
· Communications Specialist experience is preferred; or

· Any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work.

· Must be drug free, be able to pass a Sheriff’s Office Security Clearance (criminal records) check, and complete a polygraph and background investigation.

BANNOCK COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER.  VETERAN’S PREFERENCE GIVEN PURSUANT TO IDAHO CODE.
1

