
STPSO 
Job Description 

   
Job Title:  Dispatcher  
Department: Communications 
Reports To: Corporal 
FLSA Status:  Non-Exempt 
Prepared Date:  08/30/04 
Salary Range: $27,504 - $34, 349 
  
Summary Receives complaints from public concerning police emergencies and broadcasts orders to 
suitable units to investigate by performing the following duties. 
 
Essential Duties and Responsibilities include the following. Other duties may be assigned. 
 
Relays instructions or questions from remote units. 
 
Records calls broadcast and complaints received. 
 
Questions callers to determine location and seriousness of emergency and response needed. 
 
Coordinates all police, fire, ambulance, and other emergency requests, relaying instructions to closest and 
most suitable units available. 
 
Transmits and receives messages between divisions of own agency and other law enforcement agencies. 
 
Contacts police officers to verify assignment locations, monitors dispatched units and, when necessary, 
serves as liaison with caller. 
 
Supervisory Responsibilities - This job has no supervisory responsibilities. 
 
Qualifications - To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. Must be able to type 25 words per minute; must be able to work rotating shifts.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Education and/or Experience  - High school diploma or general education degree (GED); or one to 
three months related experience and/or training; or equivalent combination of education and experience. 
 
Language Skills -  Ability to read and comprehend simple instructions, short correspondence, and 
memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one 
and small group situations to customers, clients, and other employees of the organization. 
 
Mathematical Skills - Ability to add and subtract two digit numbers and to multiply and divide with 10's 
and 100's.  Ability to perform these operations using units of American money and weight measurement, 
volume, and distance. 
 
Reasoning Ability - Ability to apply common sense understanding to carry out detailed but uninvolved 
written or oral instructions.  Ability to deal with problems involving a few concrete variables in 
standardized situations. 
 



Certificates, Licenses, Registrations - Valid Louisiana Motor Vehicle Operator's License; proof of 
residency of St. Tammany Parish (voters registration card); birth certificate (minimum age of 18 years); 
Social Security Card. 
 
Physical Demands - The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Must have excellent hearing and 
speaking abilities.   Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Work Environment - The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
 The noise level in the work environment is usually moderate. 
 
 
PLEASE COMPLETE AN ON-LINE APPLICATION OR COME BY OUR OFFICE AT 300 
BROWNSWITCH ROAD, SLIDELL OR FOR MORE INFORMATION CALL THE HUMAN 
RESOURCES DEPARTMENT AT 985-726-7700.  
 
EOE/M/F/D/V 
 


