
SAN JUAN COUNTY 
JOB DESCRIPTION 

Job Title: Dispatcher Step:   

Department:   Sheriff’s Office Grade:   

Effective Date: September 2015 Safety Sensitive 

Revision Date:   November 2021 FLSA Status: Non-Exempt           

General Purpose 
Performs professional duties related to dispatch and control room operation, including indirect 
supervision of the inmates in their dayrooms and during movements. 

Supervision Received 
Works under the general supervision of the Corporal. 

Supervision Exercised 
Provides general supervision to the inmates in their dayrooms and during movements. 

EXAMPLE OF DUTIES AND RESPONSIBILITIES 
Observes video monitors and communicates with others via the intercom system. Monitor inmate activity 
in the cell blocks, hallways, and every other portion of the jail for violations of the rules and other 
improper behaviors. Keeps count of and supervises inmates during movements to outside recreation, 
library, class rooms, booking areas and interview offices. 

Maintains a constant watch for escape attempts or assaults on other inmates and/or staff members. 
Masters all security and electronic functions to ensure total security in the jail. Is responsible for the 
operation of all electronically operated doors in the facility, limiting access to, and within the secured 
areas, to those who are allowed into those areas by proper authority. Advises the shift supervisor of any 
conduct that is suspicious and may warrant further investigation. 

Answers all 911 calls and gathers all information available from the calling party. Dispatches all EMS, 
fire, and law enforcement personnel to areas of need. Relays information to these parties as may be 
needed to help them in responding to render assistance to the public. Makes urgent decisions affecting the 
life, health and welfare of the public and public safety employees.  Becomes familiar with all policies, 
procedures and emergency plans of the Sheriff's Office. 



Operates the in-house and State computer links to retrieve and record information which the officers need 
in the performance of their duties in accordance with the dissemination agreements signed with the State 
of Utah. 
If the dispatcher is a female, she may be asked to assist the corrections staff with searches or other duties 
involving female inmates. 
Preforms other duties as assigned by the Sheriff. 

Minimum Qualifications 
Education and Experience: 

• Be a high school graduate or have a GED.
• Be certifiable by Bureau of Criminal Identification to operate the State Computer system and

access the local, state, and federal computer files.

Required Knowledge, Skills and Abilities: 
Knowledge of computers and their operation. Some knowledge of general office practices, including 
telephone etiquette, filing practices, taking messages, etc. Some knowledge of County geography, road 
systems, and boundaries. Some knowledge of first aid administration, interpersonal communication skills, 
English grammar, and technical writing skills. 

Some skill in the operation of computer equipment, typewriters, radio equipment, and telephone 
equipment. 

Ability to use computer equipment to record and retrieve information for use by the officers in 
performance of their duties. Ability to answer the telephone and deal with the public, gathering 
information to relay to field personnel and to handle complaints. Ability to interpret medical information 
from a standard card file or computer file and relay that information to callers to assist them until the 
arrival of emergency medical personnel. Ability to perform and document several different tasks at the 
same time without losing track of any of them. Ability to prioritize tasks and to demonstrate knowledge 
of how to react in emergency situations. Ability to demonstrate problem solving capability. Ability to 
communicate effectively verbally and in writing. Ability to maintain composure and control in stressful 
situations. 

Special Qualifications: 

• Must pass a background check and become certified by the Bureau of Criminal Identification in
the use of the State and Federal computer systems.

• Must maintain State certification by attending semiannual training on the computer system and
completing a biannual certification test.

• Must satisfactorily complete 80 hours of on the job training as outlined by the Sheriff's
department.

• Must certify and maintain certification as an Emergency Medical Dispatcher.
• To be eligible for the Public Safety Retirement System, you must successfully complete the

Police Officers standards and Training (POST) Basic Public Safety Dispatcher training and pass
the required certification examination.

San Juan County is an Equal Opportunity Employer and Prohibits Discrimination and Harassment of 
Any Kind: San Juan County is committed to the principle of equal employment opportunity for all 
employees and to providing employees with a work environment free of discrimination and 
harassment. All employment decisions at San Juan County are based on County needs, job 
requirements and individual qualifications, without regard to race, color, religion or belief, family or 
parental status, or any other status protected by the laws or regulations. San Juan County will not 
tolerate discrimination or harassment based on any of these characteristics. San Juan County 
encourages applicants of all ages.


