	Communications / Dispatch

	Posting Date
	August 07, 2025

	Classification
	Full Time / Non-Exempt / Hourly

	Salary Range
	Contingent on Experience

	Posting
	Until filled


The City of Winnsboro is seeking candidates to serve as Communications Officer.
[bookmark: _Hlk200982842]Are you our next team member? The City of Winnsboro is a great place to work and grow! We are committed to finding the best candidate, not just to fit in but to belong. 

We value life and professional experiences, equivalent combination of knowledge, skill set and education. 

We have a solid company culture that supports a great work environment and invite you to be a part of our growing team! 

Successful candidates will be highly adaptable & thrive in fast paced environments with a desire to go beyond industry standards.
The position is full-time with a competitive benefits package. Salary contingent on experience.

Applications are accepted in person Monday – Thursday 8:00 am - 4:30 pm and Fridays until noon. You may also email completed applications to jobs@winnsborotexas.com or send it by regular mail.

Applications may be obtained in person at 501 S. Main St. Winnsboro, TX 75494 or online at www.cityofwinnsboro.org under the “Government” tab. Resumes are encouraged but will not be accepted in lieu of an application.

[bookmark: _Hlk176270127]SCOPE OF RESPONSIBILITIES
This position is essential to the provision of emergency services during and/or following a disaster. Employees in this position may be required to remain on duty during a man-made or natural disaster despite a general evacuation order for the area. Such employees are also expected to remain available for their normal shifts and for recall to emergency duty unless specifically released by Administration to evacuate. Employees in this position are specifically advised to plan accordingly for these circumstances and that any failure to adhere to these requirements may result in disciplinary action up to and including termination.
Operating within the guidelines of our core values—Communication, Relationships, Awareness, Service Oriented, and High Character—this position will support Police Officers, Fire, and Emergency Medical Services (EMS) personnel in daily operations of the dispatch center by providing exemplary public safety services, maintaining a clear and safe radio environment, and assisting with accurate record maintenance.
ESSENTIAL FUNCTIONS
Duties may include, but are not limited to, the following:
· Answers calls made to 9-1-1 emergency and non-emergency phone lines to determine if the call requires Police, Fire, EMS or other agency response. 
· Provides appropriate information or assistance as required by the nature of the call.
· Utilizes technical software applications for call answering, entering, assigning and announcing via radio equipment. Also, utilizes mapping technologies from phone equipment and Computer Aided Dispatch (C.A.D.) to ensure calls are entered timely and accurately.
· Refers reports and/or complaints to either agency by trunked radio or telephone.
· Provides supplemental information to Police and Fire staff as needed. Documents updates and/or changes in the computer-aided dispatch system as required. 
· Conducts computer searches through local, state, and national databases for potential wanted persons or stolen property and provides information to the requesting officer.
· Confirms stolen property or wanted/missing persons, enters data into T.C.I.C./N.C.I.C. as requested and sends and receives teletypes. 
· Compiles and enters data for various daily reports required by the department and records information in computer systems maintained for Police and Fire staff. 
· Documents problems, changes form for input to database, and ensures information is updated and equipment is properly working at all times.
· Assists with training and/or cross-training of other employees. 
· Monitors emergency equipment such as the radio alarms, crime fighting technologies, weather monitors, security cameras and inter-city Police/Fire radio frequencies. 
· Performs duties required by accreditation process.

KNOWLEDGE, SKILLS & ABILITIES

· Knowledge of City codes and ordinances.
· Knowledge of court systems and procedures.
· Knowledge of radio communication.
· Knowledge of the geography of the City. 
· Ability to interpret and apply modern police methods, laws, regulations, policies and procedures relating to law enforcement
· Ability to gather and organize data
· Ability to make independent judgments
· Ability to respond to and apply established procedures in emergency situations
· Ability to determine training needs of subordinate employees and to develop and implement training activities to meet these needs
· Ability to respond to and apply established procedures both in emergency and non-emergency situations
· Ability to follow oral and written directions
· Ability to establish and maintain effective working relationships with peers, supervisors, personnel of other law enforcement agencies and the general public
· Ability to communicate effectively with the public

 
[bookmark: _Hlk176270028]MINIMUM QUALIFICATIONS

· Must be a citizen of the United States.
· Must be at least 18 years of age.
· Must possess a high school diploma or GED.
· Must successfully pass a pre-employment battery of testing that includes background, psychological, physical, and drug examinations.
· Must never have been convicted of a felony offense.
· Must not have been convicted of any class of non-traffic misdemeanor offense within the past 10 years.
· Must have demonstrated a positive past work history and financial record.
· Must possess adequate visual acuity and hearing ability sufficient to read, write, hear, and speak clearly in person and over communications.
· Must be able to type 40 wpm or better.
· Must be able to multi-task and remain calm in tense or emergency situations.
· Must possess a T.C.O.L.E. Telecommunications Operator’s License within one year of appointment

PREFERRED STRENGTHS

· Excellent organizational, time management, interpersonal skills, communication, and customer service skills with the ability to adapt quickly to new situations.
· Self-motivated, able to work independently, manage multiple tasks and interruptions with great attention to detail.
· Maintain good working relationships and communications with personnel, city officials, and the public.
· Proficiency in all Microsoft Office suites as well as ten-key operations


PHYSICAL DEMANDS
· Ability to lift/carry twenty-five (25) pounds of material, bending, stooping and reaching as needed to file, sitting stationery for extended periods of time.

WORK ENVIRONMENT
Routine work is done indoors 100% of the time. All are subject to working all shifts and days of the week, subject to emergency call-out at a moment’s notice and expected to remain on duty until properly relieved.
REASONABLE ACCOMMODATIONS

The City of Winnsboro is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City of Winnsboro will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
