PART I DEPARTMENT OF PERSONNEL SERVICES 1.320
STATE OF HAWATT

Class Specification
for the Class:

CLERK-DISPATCHER T

Duties Summary:

Performs a variety of clerical work involving the preparation
of reports and the maintenance of records; assists in operating a
radio-telephone communication system in receiving and transmitting
messages; and performs other related duties as assigned.

Distinguishing Characteristics:

This class is distinguished by its responsibility for
performing a variety of clerical work in accordance with
established procedures in addition to receiving training and
assisting in the operation of a radio-telephone communication
system.

Examples of Duties:

Prepares reports on employees' time, equipment and material
costs; makes routine follow-up to secure required information;
posts a variety of information to records or statements; compiles
information from various established sources; maintains leaves and
temporary assignment records; prepares reports of totals and
summaries; receives formal and on-the-job training in the use of
radio dispatching methods and procedures and sheriff's "10" series
radio coding system; maintains log for all communications received
via sheriff's radio, making proper notification as required; logs
the location of all units of the sheriff's department at any given
time; receives radio messages and dispatches deputy sheriffs for
case assignments; disseminates information received via radio to
the proper administrative personnel; makes computer inquiries
regarding warrants, registered owners of motor wvehicles, etc.;
assists in securing all public access elevators at time of
lockdown; receives and transmits messages over a radio-telephone
communication system; follows up on inquiries on construction and
maintenance activities; gives out information to the public
regarding rules, regulations, procedures and services; may operate
standard office machines in posting information.

Knowledges and Abilities Required:

Knowledge of: Office practices and procedures; filing
methods and systems; punctuation, grammar, spelling and word
usage; use of standard office machines and equipment.
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Ability to: Read and interpret written material; keep
records; make arithmetic computations; compare names and numbers
rapidly and accurately; operate standard office machines and
equipment; deal tactfully and effectively with the public and
employees; learn to operate radio-telephone equipment.

This class i1s adopted from the Judiciary relative to the
establishment of the Department of Public Safety effective
July 1, 1990, pursuant to Act 211, SLH 1989.

DATE APPROVED: 3/13/90 /s/ Diana H. Kaapu
for ALFRED C. LARDIZARBRAL
Director of Personnel Services
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