
 

 

Police Communications Officer 

Full Time 

$39,934 

Full Benefits 

Open Until Filled 

The Police Communications Officer (PCO) is responsible for answering calls for 
emergency and non-emergency assistance, gathering pertinent information, 
and dispatching the appropriate assistance. The PCO will perform a variety of 
general clerical duties such as filing, indexing, and record keeping. The PCO will 
utilize a computer-aided dispatch system to log-in each call for service and 
must quickly dispatch the proper service provider to the scene, making sure 
they have the proper information. The PCO will also perform regular status 
checks on officers and other first responders. The PCO will enter warrants, 
summons, and other data into the computer. The PCO will utilize NCIC to verify 
motor vehicle tags, driver’s license and criminal histories. The PCO will receive 
court documents for service and process them according to policy. The PCO 
will keep the supervisor informed of unusual or detrimental conditions 
including equipment malfunctions and process problems. 

Experience in radio communications or prior dispatch center experience or 
equivalent training. 

High School Diploma or GED required.  

Actively pursuing a degree in Law, Justice 
and Advocacy and/or Social Justice. 

Prioritize and multi-task with attention to detail during 
extremely demanding situations. Effectively 
communicate and maintain working relationships with 
staff and members of the public. Must maintain the 
highest level of confidentiality and have knowledge of 
the City’s boundaries, addresses, and business locations. 

**$10,000 Sign on Bonus** 


