
DISPATCH SUPERVISOR 
Police Department 

 
DEFINITION 
Under the general supervision of the Lieutenant Commander of Operations, supervise, assign, 
schedule and monitor the work of public safety dispatchers; perform work as a dispatcher; all 
other related duties as required. 
 
ESSENTIAL FUNCTIONS 
 Perform the full range of supervisory functions: hire, train, direct, assign, schedule and 

monitor public safety dispatchers to ensure the quality, efficiency and speed of emergency 
dispatching.  Review written work for compliance with procedures. 

 
 Schedule dispatchers for three successive daily shifts; monitor vacation, personal days, 

holidays, and sick time; ensure all shifts are adequately staffed 24 hours per day, 365 days 
per year. 

 
 Develop new policy and procedures and modify existing policies and procedures to ensure 
the  maximum efficiency and effectiveness of the dispatching unit. 
 
 In the absence of the Police day shift communicator, serve as the department’s 
communicator. 
 
 Serve as the department liaison to the Massachusetts E911 board. 
 
 Perform all other dispatching responsibilities, including, but not limited to, E911 

dispatching, LEAP (Law Enforcement Agencies Processing) searches,  Pamet in house 
computer monitoring and burglary systems monitoring. 

 
 Responsible for assuring the update and retention of the unit’s computer records. 
 
 Perform related duties as required. 
 
MINIMUM QUALIFICATIONS 
 
Skills, Knowledge and Abilities 
 Ability to train and supervise staff to ensure compliance with complex procedures carried 
out  under stressful emergency conditions. 
 
 Ability to communicate clearly and concisely in person and by telephone. 
 
 Ability to assist the public and maintain favorable public relations. 
 
 Ability to make decisions and judgments based on training, procedures, manuals and 
common  sense. 
 
 Ability to maintain composure in stressful situations and to reassure distraught callers. 
 
 Ability to follow written and verbal instructions, and complex procedures outlined in the 

Police and Fire manuals, LEAPs manual, and other dispatch communications. 
 



 Ability to remember and recall detailed information. 
 
 Ability to listen well and discern information form citizens under duress and/or citizens 

who have some difficulty communicating in English. 
 
 Ability to work well with others in a team environment. 
 
 Knowledge of automated emergency dispatch systems and procedures; highly skilled in 

performing work processing, data entry and other computer applications with accuracy 
and reasonable speed. 

 
 Ability to read, write and spell the English language. 
 
Education and Experience 
Duties require Associate’s degree; knowledge of automated emergency dispatch systems and 
procedures requiring specialized training; supervisory experience; at least 3-5 years of related 
experience; or any equivalent combination of education and experience. 
 
SUPERVISORY RESPONSIBILITIES 
Provide supervision to dispatch staff. 
 
PHYSICAL ELEMENTS 
 Console/communications desk environment, subject to continuous telephone and radio 
calls and  interruptions and high noise level. 
 
 Close eye-hand coordination and finger dexterity required to operate equipment. 
 
 Confined to console/desk area. 
 
 Urgent, emergency calls, emotional callers and short response deadlines produce 
recurring  intervals or high stress. 
 
FLSA Status: Non-exempt 
Grade: D-1 
Standard Work Week:  38.5 hours 
 
Job Class Code:  5292 
Risk Code:  7720 
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