
TOWN OF TRUMBULL 
 

DISPATCHER 
 

POLICE 
 
                                                                                                           WG:  EE 
 
GENERAL STATEMENT OF DUTIES: 
1. Acts as radio dispatcher transmitting police, fire and EMS messages by radio to appropriate 

location. 
2. In the absence of desk officers, is responsible for deployment of police personnel in the field. 
3. Performs search and escort duties as needed (Matron duty for females only). 
4. Notifies proper authority at all levels regarding emergencies, bomb threats, fires, etc. 
5. Performs a variety of report writing, record keeping and filing as needed. 
6. Assists the public and town departments in matters relating to the office in person and on the 

telephone. 
7. Performs related tasks as assigned. 
8. Maintains confidentiality as required by the department. 
9. Will be cross-trained as determined by departmental needs and will assist in training others. 
 
SUPERVISION RECEIVED: 
Works under the direction of the Police Chief or his/her designee. 
 
SUPERVISION EXERCISED: 
None 
 
MINIMUM QUALIFICATIONS, KNOWLEDGE, SKILL AND ABILITY: 
1. Knowledge of office procedures and principles of office management and or record keeping 
2. Ability to respond courteously to the public 
3. Ability to follow oral and written instructions 
4. Ability to learn appropriate State and Town laws 
5. Clear and concise written and oral expression 
6. Accuracy and attention to details 
 
EXPERIENCE AND TRAINING: 
1. High school graduate or GED 
2. At least two (2) years’ experience as emergency services dispatcher  
3. Telecommunicator certification, State of CT 
4. Emergency medical Dispatch (EMD) 
5. E911 Equipment training 
 
Preferred: 

1. NCIC/COLLECT certification 
2. NexGen LEAS Records Management and CAD experience 
3. Emergency Services Dispatcher experience of two years or more.   
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