
 
 
 

 
 

DISPATCHER/JAILER 
(Full-Time/Open) 

June 27, 2006 
 
SALARY:  $3,395 – $4,127 (Approximate monthly salary) 
                  
FINAL FILING DATE: Applications must be received in the Human Resources office no later than 5:00 p.m. on Wednesday, July 
12, 2006.  Postmarks will not be accepted. 
 
THE POSITION: Under general supervision, the Dispatcher/Jailer receives all incoming calls for emergency assistance and 
dispatches necessary units; assumes responsibility for the processing and handling of prisoners in a class one holding facility.  Duties 
may include, but are not limited to:  receives emergency calls from the public requesting police and other emergency service; 
determines priority and dispatches police, fire, or other emergency units as necessary and in accordance with established guidelines; 
maintains contact with all units on assignment; maintains status and location of police field units; coordinates emergency calls and 
relays information and assistance requests involving other public safety agencies; enters, updates and retrieves information from 
computer networks relating to wanted persons, stolen property, vehicle registration and other information; answers all incoming 
phone calls; screens calls and routes as appropriate; waits on public; performs a variety of record keeping, filing, indexing, and other 
general clerical duties related to communication activities; processes and handles prisoners including, but not limited to: booking of 
arrested persons; performing searches; taking inventory of prisoner’s property; fingerprinting; and administering breath tests where 
applicable; monitors the activities of prisoners in City detention facilities; provides daily care of prisoners including feeding and 
medicating; maintains and enforces custodial regulations in jail; performs related duties as required. 
 
MINIMUM QUALIFICATIONS:   
 
Knowledge of:  Operation of telephone and radio equipment; correct English usage, spelling, grammar, and punctuation. 
 
Ability to:  Learn and apply first aid and CPR procedures to provide emergency medical aid in the jail; type at a rate of 25 net words 
per minute; read and write legibly to complete bookings, property records, and other forms required; physically restrain and control 
combative prisoners in the jail; operate department equipment including the mug camera and Intoxilyzer in order to take pictures and 
complete blood alcohol tests; speak clearly and concisely to dispatch calls and provide information; exercise independent judgment 
in emergency situations; follow written and oral instructions to complete assigned tasks; set priorities and perform several tasks 
simultaneously; effectively communicate and deal with irate citizens to elicit necessary information; learn local geography; learn and 
apply standard broadcasting procedures and codes; develop and maintain effective work relationships with those contacted in the 
course of work; use an on-line computer to access a variety of information. 
 
Willingness to: Work holidays and weekends; work rotating shifts; wear a uniform; work in a custodial environment. 
 
Desirable Qualification: Ability to speak Spanish. 
 
Typical ways to acquire the required skills and knowledges are listed below: 
 
Experience:  One year public contact experience 
 
Education:  Equivalent to the completion of high school. 
 
LICENSES AND CERTIFICATES: Possession of a valid California driver's license (class C) issued from the Department of 
Motor Vehicles.  Possession of a typing certificate for net 30 wpm based on a 5 minute timed test issued within the last six 
months.  On-line typing certificates will not be accepted.  All information must be submitted by the final filing date and is 
subject random verification.   
 
SELECTION PROCESS: The selection process is tentative.  Applicants will be notified if changes are made. 
 
Evaluation of Qualifications: Application, materials (supplemental questionnaires) and typing certificate will be screened to 
determine if applicants meet the minimum qualifications as outlined on the job announcement.  Only applicants who meet the 
minimum qualifications will be invited to participate in the written examination. 
 
Written Examination: The written examination (weighted 100%) will be used to assess the applicants in the areas listed above.  The 
written examination is tentatively scheduled for (to be announced).  Applicants who pass the written will be placed on a ranked 
eligible list. 
 
Working Conditions:  Work is performed in a police department/dispatch center/jail environment subject to exposure to pathogens, 
viruses, human fluids, cleaners, chemicals, and combative individuals. 
 
Physical Conditions:  Essential and marginal functions may require maintaining physical condition necessary for sitting, standing, bending, 
for prolonged periods .  Must be able to use a variety of office equipment and may be required to lift more than 75 pounds. 

Equal Opportunity Employer 


