Job Description
Dispatcher

1.0 Introduction
This procedure defines the functional role, reporting relationships, duties, authority, responsibilities, and measurements of performance for the Dispatcher.  The Dispatch Center will be staffed at all times with at least one Dispatcher who is certified in Emergency Medical Dispatching.

2.0 Basic Function

The Dispatcher is responsible and accountable to the Dispatch Supervisor to answer the telephone, handle radio traffic, and administer pre-arrival instructions.
3.0 Authority

The Dispatcher is part of the Communications team, and has no authority outside the normal dispatch duties.
4.0 Reporting Relationships

4.1
The Dispatcher reports to the Dispatch Supervisor or Manager.
4.2
No one reports directly to the Dispatcher.

5.0 Duties and Responsibilities

5.1
Operates telephone console to receive incoming calls for assistance, questions caller to determine nature of problem, type and number of personnel needed, and equipment requirements.
5.2
Keeps track of all units and key personnel at all times.

5.3
Provides pre-arrival instructions to caller.

5.4
Monitors radios for pertinent traffic, answers phone, and relays information to other agencies in an accurate, orderly, and timely fashion.

5.5
Speaks directly and honestly to caller using calm, caring tone of voice.

5.6
Follows appropriate radio etiquette guidelines.

5.7
Always conducts self in such a manner as to put the company in the best possible light.

5.8
Notifies appropriate personnel of unusual circumstances.

5.9
Accurately enters data into the computer.

5.10
Is geographically familiar with assigned service area.

5.11
Maintains positive, upbeat attitude.

5.12
Maintains constructive relationships with employees, peers, and supervisors.

5.13
Adheres to rules for confidentiality and exercises discretion with regard to patient, company, and staff information.

5.14
Performs other duties as may be assigned.


6.0 Measures of Performance

6.1
Attends all required training.
6.2
Demonstrates ongoing skill improvement.

6.3
Exhibits a willingness to learn and improve dispatching abilities.

6.4
Maintains satisfactory attendance record.

7.0 Requirements
7.1 Education

Required:  High School Diploma or equivalent
Preferred:  Associates Degree

7.2 Certification

Required:  EMD Certification (Before released from orientation)
Desired:  EMT Certification
7.3 Experience

Desired:  Six months experience as a Dispatcher.
7.4
Skill, Knowledge and Abilities

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before small groups of people.  Ability to solve practical problems and deal with a variety of variables in situations where only limited standardization exists.


7.5
Physical

While performing the duties of this job, the Dispatcher is regularly required to sit; use hands to handle or feel objects, tools, or controls; talk and hear.  Specific vision abilities required by this job include close vision, color vision, and the ability to adjust focus.

7.6
Mental

Basic statistical and analytical business math skill, as well as good reading, writing and spelling ability to communicate clearly and effectively in the English language.

8.0
Working Conditions

8.1
While performing the duties of this job, the Dispatcher is subjected to a noise level that is usually moderate.

8.2
Required Equipment

With the following exceptions, all equipment and uniforms necessary to perform this job are provided by the company.  The exceptions are uniform pants (BDU’s), belt, shoes (boots), and rain gear.

I have reviewed and understand the above job description and believe it to be accurate and complete.  I also understand that management has the right to change this job description at any time.

     ____________________________________

________________________

     Dispatcher






Date

     ____________________________________

________________________

     Dispatch Manager






Date
Emergency Ambulance Service, Inc


