
Job Description  

City of Riverside - Dispatcher 

POSITION SUMMARY 

Provide critical communications support to the City of Riverside Police and Fire Departments.   

Protect and serve as a resource for the citizens of the City of Riverside in critical/emergency 
situations.   

PRIMARY ACCOUNTABILITIES 

Achieve Results 
1. Ensure that all who contact the City of Riverside Police and Fire department via phone or in

person receive professional, timely, and accurate response to their requests for help.
2. Receive, evaluate, and act upon both emergency and non-emergency communications from a

wide range of sources and dispatch appropriate resources in response to police, fire, or medical
emergencies.

3. Help to ensure the safety of City of Riverside police officers and firefighters by obtaining as
much information as possible in an efficient, timely manner and communicating that
information to the responders.

Operational Excellence 
4. Ensure that all dispatch/communication operations functions are carried out consistent with all

laws, regulations and best practices related to public safety and emergency management
activities.

5. Support and affect the goodwill of the City of Riverside within the community.  Perform all
functions and duties consistent with the general policies & practices of the organization at all
times.

Relationships 
6. Develop and ensure effective, positive relationships within and among the City of Riverside

staff, as well as with members of the public/visitors. 

Stewardship/Citizenship  
7. Uphold and consistently represent the values and mission of the City of Riverside.  Represent

the City of Riverside in a highly professional manner at all times.  
8. Ensure compliance and attention to all organization policies and procedures.

Title: Dispatcher 

Reports To: Dispatch Supervisor 

Updated on: March 21, 2016 

Status: Non-Exempt 

Approved By: City Administrator 



Job Description  

City of Riverside - Dispatcher 

TASKS AND DUTIES 

Monitor City of Riverside alarms and security cameras for unusual or suspicious activity.  

Monitor telephones and radio in dispatch center. 

Answer all incoming calls (emergency and non-emergency) and ascertain nature of calls; gather 

all necessary information to transmit or relay. 

Dispatch for emergency responses the appropriate personnel, equipment and services 

in accordance with established operating procedures. 

Page appropriate personnel when requested. 

Maintain ongoing contact with responding personnel at all times and keep them informed of all 

incoming pertinent information.   

Maintain manual and automated logs on radio and telephone communications, location of 

personnel and equipment. 

Keep track of various information such as street closures and keep Public Safety Officers and 

other emergency personnel informed.   

Input data to various office, department and other law enforcement agency forms and 

databases, both manual and automated (CAD, NCIC, MULES, Rejis, etc.).  Make postings to 

various reports; compile and tabulate data. Attend to paperwork assigned by your supervisor. 
Monitor weather and broadcast flood, tornado and other warning systems. 

Receive bond payments and prepare receipts. 

ESSENTIAL FUNCTIONS/KEY COMPETENCIES 

Effectively respond to telephone calls and radio dispatch communication. 

Effectively and accurately communicate information orally in a clear and intelligible voice to 
elicit and explain information to law enforcement, medical and fire personnel, local government 
officials and the general public.  

Effectively operates virtual telephone, computer equipment and a two-way radio console using 
keyboard and mouse, trackball or foot pedal. 

Perform multiple tasks simultaneously such as, receive, document and disseminate information 
accurately in both written and oral form, enter information into and retrieve information from 
computer systems and read information from multiple computer screens despite considerable 
background noise.  

Elicit information, quickly and accurately analyze and evaluate situations and choose an 
effective course of action for both emergency and non-emergency situations. 

Maintain professionalism while handling emergency and non-emergency calls that are sensitive 
and may be life threatening in nature. 

Deal effectively with a diverse range of individuals that may be emotionally upset and/or 
uncooperative. 
Maintain confidentiality of all internal and external communications as appropriate. 
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POSITION REQUIREMENTS 
 
Education and Experience Guidelines – Any combination of education and experience that would likely 
provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and 
abilities would be: 
 
Education/Training: 

 High school graduate or equivalent required.  

 Successfully complete training required by the City, the Department and by State and Local law 
within 14 weeks.  

 
Skills/Experience 

 Demonstrated excellent interpersonal, written and verbal communication skills 

 Above average typing/word processing skills (at least 30 wpm).  Demonstrated data 
entry/computer savvy  

 
Physical/Environmental/Other: 

 Successful completion of required background checks 

 Frequent need to work under significant periods of high stress 
 Ability to sit for prolonged periods of time with irregular breaks 
 Ability to lift up to 20 pounds on an occasional basis 
 Ability to report to work on a regular and timely basis and to respond to calls on a 24/7/365 day 

basis. 


