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FI RE COVMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsi ble entrance-1level positions in
the Fire Communications Division. Empl oyees of this class
answer fire telephones, dispatch fire fighting equipnment, and
keep records of these activities following departnent
procedures. Duties of this class are non-supervisory in nature
and require the ability to act independently follow ng standard
operating procedures. Communi cations Officers report to and
have work revi ewed by the Supervisor of Comrunicati ons.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Answers tel ephone and secures essential information from the
cal l er. Enters all information into conputer database.
Transmts information regarding fire by telephone and radio.
Di spatches correct unit(s) follow ng departnental procedures.

Takes requests for assistance from units and provides for
requested assistance using proper departmental procedures.
Sounds fire alarnms. Receives and transnmts nmessages to and from
the fire scene, and to and from rel ated departnment personnel.
Keeps track of the location and condition of firefighting
equi pment, apparatus, and personnel. Replies to requests for
i nformation which come in by radio from enmergency units.

Operates office paging or intercomsystemto relay nessages and
information to departnment personnel. Notifies all specified
of ficers and/or special units (including volunteer and paid
personnel) of all working fires. Notifies special units or
agenci es designated by departnent procedures in special or
energency situations. Recei ves acknow edgenents from the
firefighting unit by radio.

Contacts the owner of a building where a fire is in progress.
Sends conpani es to serve as back-up for stations fromwhich all
equi pmrent is gone. Notifies all designated groups or agencies
of all working fires, such as | aw enf orcenent agenci es, and news

medi a. Di spat ches additional conpanies to serve as back-up.
Recei ves alarns on private alarm systens and foll ows procedure
for di spatching personnel. Receives energency calls of non-fire

nature and responds appropriately.
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Personally conpletes forms and records required by the
Communi cations Division. Insures that accurate divisionrecords
are mai ntai ned. Tests and i nspects comruni cati ons equi pnent and
back-up power system for readi ness for service. Receives calls
of a non-energency nature and provi des i nformati on as request ed.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adnmi ssion to
t he exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified el ector of the State of Louisiana.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must present a certificate verifying the ability to type forty-
five (45) net words per ninute.
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