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COMMUNICATIONS 
 

COMMUNICATIONS OPERATOR 
 
 

Nature of Work: 
 
This is routine shift work in dispatching emergency services, equipment and personnel. 
 
Work involves the operation of a radio, telephone, and other telecommunication equipment in 
the Policy Communication Center.  Emergency calls are received from the public and 
incumbents are required to contact the unit(s) to be dispatched, given the type and location of the 
emergency and related information. 
 
Work is reviewed while in progress and through evaluation of records and reports. 
 
Essential Functions and Responsibilities: 
 
Monitors telephone systems and takes pertinent information regarding emergency and non-
emergency calls. 
 
Dispatches appropriate emergency services to respond to calls. 
 
Maintains information in which emergency units are in service and tracks their location. 
 
Maintains radio contact with emergency personnel dispatched to a call. 
 
Dispatches back-up units as necessary. 
 
Monitors radio frequencies which may have a bearing on City services. 
 
Transmits and receives all pertinent information relating to stolen/missing/wanted persons/items. 
 
Inputs and retrieves data on the in-house computer including, but not limited to, calls for 
services, field contacts, lookouts, etc. 
 
Monitors a variety of receiving stations including, but not limited to, Conyers Security Alert, 
closed circuit television. 
 
Contacts other emergency agencies regarding specific issues by telephone. 
 
Performs related work as required. 
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Knowledge, Skills and Abilities: 
 
Good knowledge of the general procedures governing emergency services. 
 
Good knowledge of radio signals and ten-codes. 
 
Good knowledge of the geography of the City of Conyers. 
 
Skill in operating a variety of radio equipment, computer equipment, technical equipment and 
telephone systems. 
 
Skill in communication with nervous, confused or hysterical people while obtaining necessary 
and pertinent information. 
 
Ability to work rotating shifts as assigned, including nights, weekends, and holidays. 
 
Ability to act quickly, clearly and effectively in stressful situations. 
 
Ability to communicate effectively orally and telephonically, as well as be able to use Teletype 
Device for Deaf (TDD) equipment to communicate with the hearing impaired. 
 
Ability to multi-task. 
 
Ability to sit for extended periods of time at a workstation. 
 
Ability to hear and comprehend several modes of communication occurring simultaneously.  
Examples:  phone, radio, personal computer and alarms. 
 
Education and Experience: 
 
Standard high school diploma or its equivalent. 
 
Prior experience in the field of emergency services, including dispatching and call-taking. 
 
Successful completion of the Georgia Basic Communications Officer Training Course. 
 
Secondary language preferred. 
 
Any equivalent combination of education and experience is acceptable. 
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Necessary Special Requirements: 
 
The following requirements are necessary for State certification (Rules of Georgia Peace Officer 
Standards and Training Council, Chapter 464-14): 
 

 Must be at least 18 years of age. 
 Must be a citizen of the Unites States. 
 Must have a high school diploma or recognized equivalent. 
 Must not have been convicted of a crime, which could have resulted in imprisonment. 
 Must not have a pattern of law violations. 
 Must be willing to be fingerprinted. 
 Must be willing to have a record search. 
 Must be of good moral character. 
 Must pass an exam for physical, emotional, and mental fitness. 
 Must complete a basic training course of 40 hours within the first six (6) months of 

employment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Disclaimers: 
 
The City shall, in its discretion, modify or adjust the position to meet the company’s changing needs. 
 
This job description is not a contract and may be adjusted as deemed appropriate in the City’s sole discretion. 


