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FI RE COVMUNI CATI ONS SUPERVI SOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsi bl e supervisory and techni cal
position in the support services of fire departnent operations,
with responsibility for planning, maintaining and operating the

fire department conmunication facilities and services. Thi s
position devel ops and nmmi ntains standard operating procedures
for the Fire Conmunication Division. The incunbent directly

supervises and evaluates the work performance of al |
subordi nates assigned to the Fire Comrmuni cations Division. The
enpl oyee of this class has the authority to work independently
in nost areas, and perfornms duties wth only genera
instructions. This class reports to and has work revi ewed by
the Fire Chief.

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.

Supervi ses subordinate communications personnel in the
performance of all di spatching functions of the fire
conmuni cations center. | nspects appearance of equi pment and
personnel and eval uates work performance. Provi des technica
assi stance to subordi nates when needed. Counsels enpl oyees who
are experiencing work problens and strives to resolve enployee
conpl aints and gri evances. Handles conplaints fromthe public.
Mai nt ai ns discipline anmnong enployees of the departnent by
conducting corrective interviews.

Pl ans, organizes and directs the activities of the Fire
Communi cations Division with respect to personnel. Sets goals
and objectives for the division. Handl es conplaints fromthe
public concerning problens in the dispatching division. Hol ds
nmeetings wth subordinate enployees for the purpose of
di ssem nati ng i nf ormati on. Revi ews i ncom ng written
communi cations, routing work to the appropriate person or
| ocati on.

Supervi ses subordi nate personnel who answer energency and non-
energency telephone calls, nmaking sure that the correct
procedures are followed in the processing of information.
Directs the dispatching of apparatus and personnel, as well as
the notification of any special or energency situations.
Supervises the sounding of fire alarnms in all stations using
alarm bells or buzzers. Oversees subordi nates receiving and
transmtting nmessages to and from energency scenes and to and
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from related departnment personnel. Makes sure that reserve
conpanies are sent as back-up for stations from which all
equi pnment i s gone.

Sees that all enpl oyees receive necessary training by personally
conducting formal and informal training. Provi des on-the-job
instruction in the operation of conmmunications equipnent and
related areas. Prepares material for use in training.

| nsures that accurate records of the departnent activity are
mai nt ai ned. Supervi ses the preparation and naintenance of
di vision records and reports by reviewi ng records conpleted by
subordi nates and periodically inspecting systenms and facilities
for maintaining such. Personally conpletes fornms and records as
required.

Supervises the testing of communications equipnment. Provi des
for the repair of any malfunctioning comruni cati ons equi pment
and sees that repairs are conpl eted properly.

Perforns any rel ated 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 adnmission to
the test.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Loui siana.

After offer of enploynment, but before beginning work in this
cl ass, nmust pass a nmedi cal exani 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 mnimum of five (5) years of experience as a ful
time Communications O ficer with a paid fire departnment
i mmedi ately preceding the closing date for application to the
boar d.
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