
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

Communications Operator

	
	Division and/or Subdivision

Madera-Mariposa-Merced Unit

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters

5366 Hwy 49 N, Mariposa Ca 95338

	
	Class Title of Position

Communications Operator

	
	Position Number

542-414-1670-607

	
	Effective Date

5/13/20

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	     
     
40%
     
     
     
     

	Under the general direction of the ECC Battalion Chief, the Communications Operator is responsible for dispatching 911 calls, multitasking and being able to work effectively in a loud and busy environment while in close proximity to others.  
*E - *Works days, nights, weekends and holidays in a 24-hour Emergency Communications Center with minimal supervision and multi-tasking abilities.  *Receives and processes emergency and non-emergency calls utilizing Altaris Computer Aided Dispatch(CAD) suggestions for service from a 911 computerized phone system, seven (7) digit emergency lines, allied agency lines, business lines, VHF moducom radio system and 800 mhz radio system, and the Vesta Phone System. *Performs emergency medical dispatch (EMD) as necessary.  *Knows county policies and response plans, major landmarks, station locations and radio sites.  *Multi-tasks in stressful situations for several hours.  *Communicates with civilian callers who maybe under stress.  *Handles multiple phone calls while operating numerous radio frequencies.  *Works in close proximity to others for several hours at a time.  *Monitors multiple radio channels, makes effective decisions and uses good judgment while under stress.  *While physically uncomfortable and often at personal risk, the position requires the employee to work in a small workstation for 12 hours or longer while staring at bright computer screens, concentrate while working under stressful, loud conditions, decipher information, prioritize, and adjust outputs as needed or directed.  
*Maintain a professional appearance and demeanor.  *Effectively uses computer programs, such as Word, Excel, Outlook, and Windows 7, 8, and 10.  *Proficiently utilizes command center dispatch equipment such as CAD and Vesta and Toshiba phone equipment.  *Solve problems and be a self-motivator and self-learner.  *Utilize Altaris CAD, CAD maps and understand map terminology, including section, township, range, latitude, longitude, degrees, minutes and seconds.
     
     
     
     
     
     
     


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: The incumbent must pass background and medical prior to appointment. Will be required to work irregular work hours and days, including weekends and holidays and rotating shifts.    


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	 FORMCHECKBOX 
  Posted to Directory
	
	

	
	
	Initials and date
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	Working Title of Position

Communications Operator

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	30%
     
     
     
     
15%
10%

5%
	*E - *Status, dispatches and tracks unit resources via the CAD system and Ross while communicating with Southern Operations, other Units and other agencies.  *Tests communications equipment on a regular basis and announces drills.  *Broadcasts weather forecasts over the radio and needs to be familiar with weather systems programs, such as the Weather Information Management System, and how to access the forms.  *Obtains burn day status from the various Air Resources Boards each day and updates the current status. *Understands CAIRS, Ross and Crystal Reports.  *Interacts with a variety of individuals and groups while acting and dressing professionally.  Effectively communicates with CAL FIRE employees, Paid Call Firefighters and other Volunteers, local, city, county, state and federal agencies, and private citizens and organizations.
*E - *Maintains ECC forms and keeps them readily available at their workstations.  *Files ECC forms, such as the Morning Report form, in their appropriate location. *Develops statistical information and reports requested information from the field, and other authorized personnel, using CAD and Crystal Reports. *Maintains a clean work area and other areas used such as restrooms and kitchens.
*E - *Notifies cooperating agencies and other CAL FIRE personnel as required by policy and/or at the request of the ECC Duty Officer regarding emergencies and other operational information.  *Interacts as needed with media and allied agencies and releases information approved by the ECC Duty Chief including fire information, control burns, burn status, and weather.
*E - *Updates the Red Book and CAIRS, response plans, crystal reports, cognos reporting projects, and other handles other special projects when needed. Completes all other duties as assigned.
     
     
     
     
     
     

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: The incumbent must pass background and medical prior to appointment. Will be required to work irregular work hours and days, including weekends and holidays and rotating shifts.    


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
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  Posted to Directory
	
	

	
	
	Initials and Date
	



