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417 Liberty Street
Penn Yan, NY 14527
EXAMINATION ANNOUNCEMENT

	YATES COUNTY ANNOUNCES AN OPEN COMPETITIVE EXAMINATION FOR 
EMERGENCY SERVICES DISPATCHER  #67792

	Type of Appointment/Position Status/Classification:
	Permanent/Full Time/ Competitive
	Rate of Pay/Salary:
	$22.70/hour 

	Location:
	Yates County Public Safety Building
	
	

	Vacancies:
	The resulting eligible list will be used to fill future vacancies which may occur.
	Exam Date:
	January 22, 2022

	Residency Requirement:
	Candidates must be legal residents of Yates, Seneca, Steuben, Schuyler, or Ontario County 30 days prior to submitting your application.
	Application Fee:
	$17.00 (non-refundable)

	Posted:
	 November 29, 2021
	Application Deadline:
	[bookmark: _GoBack]December 21, 2021

	

	DISTINGUISHING FEATURES OF THE CLASS: 

	
Employees in the class are responsible for monitoring, dispatching and coordinating a variety of emergency services (fire, rescue and ambulance, law enforcement, advanced life support, emergency medical, jail and court security; highway, public health and child protective services, disaster preparedness, etc.) The stress of daily contact with life, serious injury and death situations such as fires, accidents, assaults and crimes in progress; sitting for periods including times with little call activity; having to remain calm and in control when speaking to people who are screaming, crying or hysterical; and being polite to people who are angry, abusive, or use foul language. The work also involves the receipt of and response to non-emergency calls and answering and coordinating a variety of communications equipment. Incumbents monitor numerous telephone systems, alarm systems and radio frequencies simultaneously and must exercise sound independent judgment in prioritizing calls and dispatching appropriate emergency services as quickly as possible. Incumbents must maintain accurate record keeping. May be required to perform various clerical duties as needed. Keyboarding is required of this class. The wearing of an ear head set and microphone is essential. Employees in this class are required to work shifts which cover a 24-hour-per-day, 7-day-per-week operation. Does related work as required.



	TYPICAL WORK ACTIVITIES: (Illustrative Only)

	
Receives voice and electronic data calls from the public in need of fire, rescue, emergency medical, law enforcement or
other emergency services;
Receives emergency and non-emergency communication via telephone, radio, or computer terminal;
Dispatches police, fire/rescue or EMS personnel and equipment, following prescribed procedures using the CAD system
and function keys; directs and coordinates assignment of appropriate public service units to emergencies;
May provide emergency medical information to callers until first responders and medical assistance arrives;
Receives and responds to non-emergency calls from the public or public service providers, receiving information,	completing forms, referring, forwarding or relaying calls as appropriate;
Queries the caller in a calm, systematic manner to determine the seriousness and nature of the situation, the location, the services needed, and other information necessary to evaluate the situation;
May maintain contact with callers using intervention skills as necessary;
Exercises sound independent judgment in dispatching services and coordinating the participation of various emergency
personnel/equipment to the scene;
Maintains messages, accesses critical emergency information from written, recorded and digital electronic sources, reads aerial mapping information, records all fire and emergency equipment in the county and logs equipment of service;
Utilizes computerized data-bases (including EJustice, NCIC, NLETS, CAD, LEMS, JMS, Homeland Security, GIS Mapping, and Metro Search type systems) to access and record data and information;
May respond to inquiries using the NYS EJustice system;

Receives and answers radio calls for various public service related agencies and transfers call information accurately to
appropriate personnel;
Receives and relays inter and intra-county mutual aid calls;
Receives and records on various logs, location of fire alarms and emergency calls;
Performs filing, typing, and other clerical duties as needed;
Takes such training and maintains certifications as is required by department policy;
Maintains a clean and orderly work area.
May operate and monitor security devices.


	FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

	
Good knowledge of the operation of radio and telephone equipment and emergency services terminology;
Good knowledge of the geography of the County;
Good knowledge of the various emergency services mutual aid plans in force in Yates County;
Good knowledge of emergency service providers in the county and their jurisdictions;
Good knowledge of principles and techniques of emergency communications;
Ability to deal effectively with county fire, police and EMS personnel and with the public;
Ability to efficiently perform several tasks simultaneously;
Ability to remain sedentary for long periods of time;
Ability to work in close proximity to others and maintain proper hygiene.
Ability to control telephone communications with distraught, confused callers through calm, carefully directed
interrogation to obtain all pertinent information regarding the request for service;
Ability to transmit orally, messages with good diction and a clear speaking voice;
Ability to remain calm and function effectively in crisis situations;
Ability to communicate clearly both orally and in writing; sound judgment; tact;
Ability to use good judgment, tact and courtesy in talking with the public and in responding to requests for fire, rescue,
emergency medical, law enforcement or disaster preparedness services;
Ability to follow oral and written instructions which pertain to job assignment and methods of performance;
Ability to use various offices, secretarial and computer equipment;
Ability to operate a computer keyboard under stress;
Ability to perform routine clerical tasks;
Ability to adapt to future related public safety communication technologies;
Ability to write legibly, prepare reports and maintain records;
Physical condition commensurate with the demands of the position.


	MINIMUM QUALIFICATIONS:

	
a) Completion of two years (60 semester credit hours) of study from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees; OR
b) Graduation from high school or possession or a high school equivalency diploma and two years of work experience involving typing or inputting data on a keyboard-style computer terminal as a major function of the position; OR
c) One (1) year of paid experience as a telecommunication specialist at a recognized public safety 
answering point (PSAP), OR Two (2) years of experience in the receipt and dispatch of emergency communications ; OR, Two (2) years’ experience of active duty military, as a Police Officer, or as a paid fire fighter, Emergency Medical Technician or Paramedic; OR
d) An equivalent combination of training and experience as defined by the limits of a), b) or c) above.



BACKGROUND INVESTIGATION AND ADDITIONAL SCREENINGS:  Each candidate will be subject to a thorough background investigation. Applicants may be required to authorize access to educational, financial, employment, criminal history, mental health records or other records. Conviction of a felony will bar appointment.  Conviction of a misdemeanor or other offense is subject to evaluation and may bar appointment. Additional investigations may include but are not limited to questionnaires, interviews and background checks of any nature.  At the discretion of the employing law enforcement agency, candidates may be subject to additional screenings as a term and condition of employment, including but not limited to fingerprinting, polygraph and psychological testing. Drug testing is included in the required medical exam. Failure to meet the standards for any screenings may result in disqualification. 



	SPECIAL REQUIREMENT FOR APPOINTMENT AND CONTINUED EMPLOYMENT:

	
None.


	PRE-EMPLOYMENT REQUIREMENTS: 

	
All Yates County employees will be subject to a background check, Workers Compensation medical physical, E-Verify employment Verification, possible drug testing and, depending on the position, fingerprinting.


	CIVIL SERVICE EXAMINATION FEE ($17.00 CASH, CHECK OR MONEY ORDER TO BE SUBMITTED WITH APPLICATION).  As no refunds will be made, you are urged to compare your qualifications carefully with the requirements.


	
Subjects of examination: A written test designed to evaluate knowledge, skills and /or abilities in the following areas:

Coding/decoding information - These questions test for the ability to follow a set of coding rules. Some questions will require you to code information by converting certain information into letters or numbers. Other questions will require you to decode information by determining if the information that has already been converted into letters or numbers is correct. Complete directions will be provided; no previous knowledge of or training in any coding system is required.
 
Name and number checking - These questions test for the ability to distinguish between sets of words, letters, and/or numbers that are almost exactly alike. Material is usually presented in two or three columns, and you will have to determine how the entry in the first column compares with the entry in the second column and possibly the third. You will be instructed to mark your answers according to a designated code provided in the directions.

Understanding and interpreting written material - These questions test for the ability to understand and interpret written material. You will be presented with brief reading passages and will be asked questions about the passages. You should base your answers to the questions only on what is presented in the passages and not on what you may happen to know about the topic.

Following directions (maps) - These questions test your ability to follow physical/geographic directions using street maps or building maps. You will have to read and understand a set of directions and then use them on a simple map.
 
Retaining and comprehending spoken information from calls for emergency services - These questions test for your ability to retain specific information that is heard in calls for emergency service, such as a street address, or to comprehend spoken information from emergency service calls, such as determining the location of a site in relation to landmarks. Simulated 911 calls will be played on audio CD. Immediately following each call, candidates are given audio instructions identifying which questions they are to answer within the test booklet. The questions that candidates are directed to answer for each simulated call will not be in sequential order. Candidates will need to retain and comprehend the information and instruction provided in this portion of the test to respond appropriately to the questions asked and to determine which questions to answer. The time allotted to answer these questions will be limited. At the end of each answer period, the CD will automatically play the next call. Note paper will be provided. Candidates will be permitted to take notes and to refer to them when answering the questions.
The New York State Department of Civil Service has not prepared a test guide for this examination. However, candidates may find information in the publication "How to take a written test" helpful in preparing for this test. This publication is available on line at: https://www.cs.ny.gov/testing/testguides.cfm
Yates County is an equal opportunity employer, and as such offers equal opportunities for all qualified applicants with no discrimination as to age, race, color, creed, sex, national origin, sexual orientation, military status, predisposing genetic characteristics, marital status, domestic violence victim status or disabilities, and in certain circumstances pursuant to Executive Law 296, conviction record.  Any person with a disability requesting reasonable accommodations in order to participate in examinations will be accommodated.
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