BROOKLINE POLICE DEPARTMENT
' @mﬁkéﬂﬁ @l/fowdo'hwdzy

- . DANIELC.O’LEARY - - .-
.. - CHIEFOF POLICE e

" 'December14,2016 .

To Mr Kleckner Town Admmlstrator -.‘ L

From DanlelC OLeary, 'Town Admlnrstrator '_ o

o Subject Drspatcher Hrnng

e ”l recerved a letter of resrgnatlon from one. of our. E 911 Drspatchers Jacquelyne- R

L .- Byrd, she -submittéd her resignation efféctive. for January 1,2017. - Her departure .

leaves a vacancy in our Public Safety Dispatch staff. -1 am. seekrng authorization to - -

o -~ hire to fill this vacancy.- As you know, we need:to. have the staff |n our drspatchfi-,‘

: ‘ facrllty at full strength for publrc safety purposes

| 1-am askrng to be scheduled to appear before the Board of Selectman to seek the‘ i.:--'f' -
R authorlzatlon fo hlre B o . . e .

L Attached are the forms requrred to frII vacancies in the Town s: workplace _3 S

Danrel C O Leary T

Chre of Polrce R

o Pubhc Safety Buxldmg 350 Washmgton Street, Brooklme, Massachusctts 02445
- ‘ Telenhrme (61'7\ 730- 2249 < Facsimile (RN 730-R454 R



"Town of Brookline
Massachusetts

:Autho.rizaﬁonfré Hire Request Form

- 1 Pos|t|on TITLE E9H Dlspon‘cher o Grade T9H ED

A

L o 2 Department Pohce : K . a2 ‘:. . DIVISIOH POTI’O[ ‘

R 3 Posmon Control# 210000013 R Pr|or Incumbent %\Je \/(\C B\//‘c(

a Reason for Leavmg employment opportunn‘y
'if 4 Budgetary Informatlon

DepartmentCode L F— BudgetCode 21002060510101  3% )

D Grant Funded Name of Grant L :" El Revolvmg Fund EI Enterprlse Fund

: 6 EmploymentType

IZ] FuII T|me #of hours/week _ i ) K L__] Part-Tlme #of hours/week

.Permanent []Temporary expected ond date (reqwred) - e Sl AU (
o 7 Method of Fill: .- | o L

IZI Promotlon— To be Posted Internallyfrom /. / 'to : | s

. New lee |:| Transfer-PIease explaln : -

R 8 Llst the top three essentlal functlons of thls posmon

: 1_f Teceives all oral communlcatlons from the pubhc qnd Idw enforcement personnel

R 2 4"Reper’r any deployment of Police officers -~

R respond to-all complaints received -

o 9 'I'h'a_\-/_‘e‘ CO'nstdered the fdlloWing-altérnative's' to ﬁllin'g.this_pbeitibn: o

R -110 The alternatlves are Iess desrrable than new hlre action for the followmg reasons: -contlnued on

reverse S|de- o




< continued on thé reverse side -
. S . "'P:age_lzj -
 E911 Dispatcher. -

" Authorization. To Hire Request Form'
2 11 Suggested sources for specrallzed recrurtment advertlsmg (other than Ioca| papers)

E ,:Human Resources erI work closely wrth the department to post the posmon W|dely wrth the ProDrversny Network

‘erRecrurter, Ind_eed, Whlch all have multiple: targeted affinity groupjob bOards, as wellas related professiOnaI_g’roups..‘ -

4 ::'-231‘2;_.' :P»!ease' attach fthecurreht poSitior\:description. o

- 13. Sighatures:

Tl .'Human Resources Drrector

.A::"De‘p‘e‘rtmeh_t'He‘ad':Sig';'na'ture:‘ 7

- A‘%S/ 61‘61!?/’

T°WnAdmmlstrator ‘ - Date

ﬁ:‘«_-'1.4;_,'Ap'prOV_evIs::'-_.4 S

- Dater_seflietis |

o Iﬁetejori BOS;Aée_nda; B ET S Date Approved:_

15 Notes:




EMERGENCY TELECOMMUNICATION DISPATCHER

A. SUMMARY

The Dlspatcher receives all oral commumcatlons from the public and law enforcement personnel
coming into the police station. By followmg established procedures and employing common
sense, he or she transmits requests for service to the appropriate location.

Subject to the provisions in the Manual sections covering Policies and Procedures, the
Dispatcher has the primary responsibility for the initidl deployment of law enforcement
‘personnel and equipment.

B. GENERAL DUTIES AND RESPONSIBILITIES _‘
It is the duty and responsibility of the Dispatcher to:

1. Report any deployment of police officers beyond their regularly assigned

routes or sectors to the Officer-in-Charge.
2. Inform the Officer-in-Charge whenever a police vehicle-is out of service.
<3, Announce the call letters of the Department as issued by the Federal

Communications Commission.

4, Be thoroughly familiar with the Department’s procedures relatmg to use of
radio and other communications equipment,

5. Acquire a thorough knowledge of the location and iay—out of streets, 3
buildings, parks, housing developments and other significant areas of the
community so as to maximize the accuracy and speed of dispatches.

6. - Respond to all complaints received in a calm and civil manner.

7. Be familiar with emergency procedures that relate to matters requiring urgent
police attention so as to be capable of activating them immediately.

8. Coordinate police, fire and ambulance activities at the scene of crimes, motor
vehicle accidents, fire scenes, etc.

9. Keep personnel who have been dispatched on calls fully informed of all facts
" affecting the safety or efficiency of their response to the call. Review all data
in the CAD for all hazards.
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10.

11,

12.

13.

14.
15.
16.

17.

18.

19.

20.

Brookline Police
Job Descriptions

Inform the Officer-in-Charge when contact with an officer on patrol cannot
be made after a unit is paged twice. '

Maintain equipment, especially the emergency call lines, in working order -
and immediately report any malfunction or defect to the Officer-in-Charge.

Utilize the CAD system to _assi_gn units to calls, arrive units at scene and
update system with dispositions of incident.

Render assistance to the members of the general publié who make inquiries
at police headquarters.

Monitor the alarm panel for all alarms.

Monitor CCTV’s for interior, cellblock, and outside perimeter security.
Operate the E911 system. Receive, transfer and record calls.

Monitor BAPERN and Intercity channels for radio traffic of interest to the
Brookline Police. "

Monitor and utilize the LEAPS/NCIC computer system. Enter, modify and

cancel various records.

Answer all telephone calls promptly and respond By stating “Brookline
Police Department”, followed by his/her rank and surname as well as
informing the caller that they are being recorded.

Perform any other duties as assigned-by the Chief of Police or the
Commanding Officer — Platoon on Duty.
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