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RADI O OPERATOR

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

Answer police tel ephone and operate police radio.

DI STI NGUI SHI NG FEATURES OF THE CLASS

Work in this class involves the responsibility of answering the
police tel ephone, gathering specific and correct informtion

and operating the police radio under the direction of a
super vi sor. Enpl oyee works on an assigned shift and keeps
sinple records of police activities. Assignnents are general
and special instructions are received from a superior officer.
Work is reviewed by inspection and discussion.

EXAMPLES OF WORK
(I'l'lustrative only.)

Answers tel ephone calls to police headquarters courteously and
promptly.

Rel ays conplaints, calls, and assignnments to police officers by
person, telephone, or radio.

Keeps radi o | og and conpl ai nt sheet.
Prepares arrest reports turned in by police officers.

Prepares bail bonds that are approved and authorized by the
shift commander or police chief.

Mai nt ai ns sinple records and personal effects of prisoners.

Perfornms various related duties and assi gnnents.

NECESSARY KNOWLEDGES, SKILLS, AND ABILITIES
Some knowl edge of the physical geography of the city.

Ability to observe situations objectively and to report and
record themclearly and conpletely.

Ability to establish and mai nt ai n effective wor Ki ng
rel ati onships with associates and to deal courteously with the
general public.

Ability to understand and carry out sinple oral and witten
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i nstructi ons.

Ability to act quickly and calmy in energency situations.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adm ssion to
the test.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

Must be at | east nineteen (19) years of age or ol der.
Must possess a valid driver’s license.

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

After offer of enployment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm nistration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.
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