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JOB DESCRIPTION 

JOB TITLE:  PUBLIC SAFETY INFORMATION OPERATOR 

DEPARTMENT: POLICE/COMMUNICATIONS 

GRADE:  DC-125
SALARY:  $16.08 to $24.11/HR
FLSA:  NON-EXEMPT 

DESCRIPTION OF WORK: 

The Information Operator for the Police Department will assist the on-duty shift with the running of 

warrants, driver’s license and vehicle registration information, as well as entering all missing persons 

and stolen property in the NCIC/FCIC computer; will validate all requests from outside agencies on 

entries made in the NCIC/FCIC computer on a 24-hour basis. The information operator will handle and 

write all minor reports that come into the Police Department either as a walk-in or over the phone. 

Minor reports will include, but are not limited to: lost/found property and information reports that 

require no on-scene or follow-up investigation. They will also act as the first contact for Public 

Works after normal business hours and make contact with the on-call person when required.  Shift and 

weekend work required. Overtime may be required. This position will work under the supervision of 

a CTO (Communications Training Officer) until the FCIC/NCIC certification is obtained.  

ESSENTIAL JOB FUNCTIONS: 

The following duties are normal for this position.  The omission of specific statements of duties does 

not exclude them from the classification if the work is similar, related, or a logical assignment 

for this classification.  Other duties may be required and assigned. 

- On assigned shifts, operates the base units and accesses information systems (D.A.V.I.D. and

C.J.I.S.) for the police department network and work as an information channel for the on duty

officers.

- Receives Public works calls and contacts on-call personnel after hours.

- Handles minor reports that come into the Police Department during their shift, including fingerprint
requests.

- Acts as an information channel for on-duty patrol officers, runs tags, DL’s, and warrants checks.

- Responds to citizens’ complaints and assists the public during stressful, emotional and/or hostile

situations.

- Operates National and Florida Criminal Information Center teletype systems; sends messages via

FCIC/NCIC when advised to do so by competent authority.

- Enters and removes stolen property into FCIC/NCIC when advised to do so by competent authority.

- Monitors in-house video security system, including those installed in holding cells.

- Directs all requests obtained to proper authority for appropriate action in a timely manner.

- Maintains effective working relationships with other employees and facilitates a professional

appearance to the general public through their conduct and adherence to the uniform dress code.

- Greets and assists the public in a courteous, effective and professional manner.

- Other duties as assigned by supervisor.

MINIMUM QUALIFICATIONS: 

KNOWLEDGE, SKILLS AND ABILITIES 

- Possess the skill, knowledge and ability to communicate verbally on telephone and radio.

- Ability to learn the skills required to operate C.A.D, R.M.S., the FCIC/NCIC computer, and tape

recorder.

- Knowledge of the physical and social characteristics of the City.

- Ability to deal courteously and fairly with the public and elicit information necessary for proper

reporting and dispatching from citizens in a distressed or confused condition.

- Valid Florida driver’s license is required upon hire.
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EDUCATION AND EXPERIENCE 

High School graduate or possession of an acceptable equivalent diploma. Previous experience in a 

communications environment, preferably law enforcement, is desirable.  

CERTIFICATIONS REQUIRED 

Within three (3) months of employment obtain the FCIC/NCIC certification as required by the Florida 

Department of Law Enforcement. 

SUPERVISION RECEIVED: 

Work is performed under the direct supervision of the Communications Training Officer until certification 

is acquired. 

ADA COMPLIANCE: 

Physical Ability:  Tasks require the ability to exert light physical effort in primarily sedentary work. 

Tasks involve extended periods of time at a desk viewing a display screen accessing, inputting and 

retrieving information. 

Sensory Requirements:  Some tasks require the ability to perceive and discriminate sounds and visual 

cues or signals.  Some tasks require the ability to communicate both orally and in writing. 

Environmental Factors:  Essential functions are regularly performed without exposure to adverse 

environmental conditions; however, within an office environment under stressful conditions. 

 “The City of Dade City is an Equal Opportunity Employer.”  In compliance with the Americans 

with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with 

disabilities and encourages both prospective and current employees to discuss potential 

accommodations with the employer. 

EMPLOYEE/APPLICANT SIGNATURE REQUIRED 

I,           , hereby acknowledge receipt and review of this job

description with the Police Chief and the Human Resources Director.  I understand the essential job

functions associated with this position and the essential physical skills.  I am also aware of the 

environmental conditions related to performing the essential functions.  I have been advised of any 

required certifications or licenses for this position and will maintain them if currently held or will 

obtain them within a time period specified. 

(Signature) (Date) 


