CITY OF GLENDALE

TITLE: Police Communications Systems Specialist CLASS CODE: 632

REPORTS TO: Police Operations Manager GRADE: 25

DEPARTMENT: Police FLSA: E

JOB DESCRIPTION DATE: July 1, 2005 bwg

JOB SUMMARY

Manages the installation, operation, repair and maintenance of police communications equipment
including radio base station equipment, portable and fixed mobile radios, microwave equipment, telephone
systems, and data communication and display systems.

ESSENTIAL FUNCTIONS

1.

2.
3.

10.
11.
12.
13.

14.
15.

Administers programming changes, software revisions, and upgrades of the Police radio system.
Manages multiple projects dealing with the voice, data and radio infrastructure.

Ensures timely and efficient moves, additions, and changes to voice and Data terminals.

Meets with customers to identify and evaluate communication needs and develop effective solutions to
utilize technology to serve their customers better. Acts as a technical liaison for communication
technology information.

Coordinates needs of radio users in the department and facilitates necessary repairs and/or upgrades to
user radios.

Acts as a liaison between the Glendale Wireless Radio and Communications System, the
PRWN/TOPAZ radio systems and the Maricopa County radio system. Coordinates any necessary
expansion or interface of systems. Processes requests from other agencies and/or municipalities
wanting to join and/or interface with the GRACS systems.

Provides input on the purchase of communications equipment; maintain contact with vendors to obtain
information on product changes and new products.

Ensures equipment is in compliance with Federal regulations; perform equipment tests as part of
preventative maintenance; adjust and tune transmitters.

Coordinates shipping/receiving of subscriber repair activity under maintenance and warrant including
mobile radios, portable radios and control stations.

Reviews service agreement scope and services, performs and/or coordinates first echelon repair
services, monitors and coordinates repair efforts.

Ships and receives spare boards and FRU’s and/or ensures this is completed.

Establishes and implements the preventative maintenance program.

Provides technical and specialist support during critical response situations.

Reviews system performance; performs weekly system optimization; performs system back up
quarterly; reviews and maintains FCC licenses and coordination. Prepares monthly system
performance reports.

Monitors and provides oversight for programming, infrastructure and subscribers.

Oversees maintenance of inventory records, software and firmware versions and generates inventory
reports. Maintains inventory of spare equipment, establishes test procedure of spares including
software/firmware version control, and maintains activity history records of spares and review location
and security of spare equipment.

SECONDARY FUNCTIONS

16.

Performs other related duties as assigned.
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KNOWLEDGE, SKILLS ABILITIES

Knowledge of:

Alarm and radio systems from both the technical and application standpoints

Current improvements and developments in communications systems and equipment

Federal Communications Commission rules and regulations

Principles and practices of budget preparation and administration

Principles, practices, methods, terminology, and trends in communications engineering

Technical and operating methods of tools, equipment, and materials used in communication equipment
testing, repair, construction and maintenance work

Windows-based PC software

Ability to:

Communicate clearly, concisely and effectively, orally and in writing

Ensure the compliance of technical and operational personnel with applicable FCC rules and regulations
Establish and maintain effective working relationships

Evaluate system needs and requirements to recommend pricing and equipment

Interpret and apply blueprints, drawings, complex schematics, and technical manuals

Interpret and apply provisions of the Federal Communications Commission

Keep abreast of current information and advancements in the field of electronics

Maintain accurate records and prepare complete reports

Observe, compare, or monitor data to determine compliance with prescribed operating or safety standards
Operate standard office equipment including a personal computer

Plan for and coordinate the implementation and integration of new systems

WORKING CONDITIONS

Must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 50 pounds, and
occasionally lift and/or move more than 100 pounds. Specific vision abilities required by this classification
include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to
adjust focus.

MINIMUM QUALIFICATIONS

Associate’s degree or equivalent from two-year college or technical school with primary coursework in
electronic or communications engineering or a related field and three years of increasingly responsible
experience in telecommunications operation, planning and design including RF systems and systems
analysis.

Any equivalent combination of training and experience, which provides the required knowledge, skills,
and abilities, is qualifying.

SPECIAL REQUIREMENTS

Possession of a valid Arizona driver's license
Possession of a valid FCC radiotelephone operator's license
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