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CITY OF GLENDALE 
 
TITLE:    Police Communications Specialist CLASS CODE:    627 
  
REPORTS TO: Communications Supervisor GRADE: 19  
 Or Police Operations Manager 
 
DEPARTMENT: Police  FLSA: N 
 
JOB SPECIFICATION DATE:  July 1, 2005   bwg 
 
 
JOB SUMMARY: 
 
Answering emergency and non-emergency telephone calls, dispatches and monitors officers, and 
enters information into criminal justice information systems. .   
 
ESSENTIAL FUNCTIONS: 
 
1. Answers incoming telephone lines, such as 9-1-1 emergency, non-emergency lines, and TDD 

deaf-lines. 
2. Dispatches calls to proper emergency/police units on the main police channel, police 

information channel or the major incident restricted channel and enters appropriate 
information into computer aided dispatch system. 

3. Maintains status and awareness of police units and activities and monitors alarms; provides 
supplemental information to officers and other personnel as needed. 

4. Prioritizes calls, monitors channels during critical incidents, determines appropriate officers 
to respond and dispatches information to appropriate personnel. 

5. Performs ACIC/NCIC entries, uses computer systems such as CHIPS, ACJIS, and PACE. 
6. Assists walk in lobby traffic; provides information and completes police reports from victims 

in person and over the phone. 
 
SECONDARY FUNCTIONS: 
 
7. May be required to testify in court. 
8. Assists in the training and evaluation of new Communication Specialist Trainees and 

reserves. 
9. Maintains various department records, reference books, and reports. 
10. Performs validation audits and other computerized data entry work. 
11. Performs detention officer services and court liaison officer services as needed. 
12. Performs other related duties as assigned. 
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KNOWLEDGE, SKILLS, ABILITIES: 
 
Knowledge of: 

 
Radio, telephone, and computer equipment in the Communications areas. 
City, State and Federal laws regarding emergency communications and criminal justice 
information systems. 
Departmental policies, procedures, and general orders. 
Community resources available to citizen callers.   
Police patrol procedures. 
 

Ability to: 
 
Operate computerized criminal justice information systems.   
Work under pressure in emergency and stressful situations and at several tasks concurrently. 
Quickly and accurately obtain pertinent information. 
Independently operate a base radio station and learn radio codes and call letters. 
Learn the geography of the City. 
Establish and maintain effective working relationships with co-worker, other city personnel, 
outside agencies and the general public. 
Communicate clearly and concisely, both orally and in writing. 
 

WORKING CONDITIONS: 
 
Intense concentration and prolonged attentiveness required during emergency communications. 
Interaction with distraught or abusive individuals in department lobby. 
 
MINIMUM QUALIFICATIONS: 
 
Trainee: 
High school education and one year experience in the operation of telecommunication equipment, 
computers, or base radios preferably in a public safety environment. 
Any equivalent combination of experience and training which provides the required knowledge, 
skills and abilities is qualifying. 
 
Regular Status: 
 
Completion of a one year training period including satisfactory performance on channels A, B, 
and C. 
Any equivalent combination of experience and training which provides the required knowledge, 
skills, and abilities is qualifying. 
 
SPECIAL REQUIREMENTS: 
 
Shift work is required. 
Terminal Operator Certification, Level A, within six months of hire. 
Ability to type 35 words per minute. 
Applicants will be required to undergo drug testing prior to employment and will be subject to 
further drug and alcohol testing throughout their period of employment in accordance with the 
City of Glendale Substance Abuse policy. 


