[image: image1.jpg]





SNOCOM ADMINISTRATIVE POLICIES





SUBJECT: Operations Manager Job Description


POLICY NUMBER: 3.03
CREATED: 1-1-2007






Last Revision: 6-25-2012
ADOPTED: 1-1-2007






Prior Revision: 3-13-2012
Reference:







Cross Reference: 



PURPOSE

To provide a description of the duties, expectations and responsibilities of the SNOCOM Operations Manager.

POLICY

JOB TITLE: OPERATIONS MANAGER

GENERAL FUNCTION:  
· Appointed by the Director and reports directly to the Director.  
· Assists the Director in the formulation of operations of the Communications Center.  
· May be called on to assume the role and responsibility for the Director in the Director’s absence.  
· Initiates general and special orders to insure efficient operations. 
· Coordinates with the Information Services Manager for technical systems integrity. 
· Requires minimal supervision.  

PRIMARY WORKING RELATIONSHIPS WITH:  SNOCOM Administration, including Management Team Members, Representatives from User Agencies and Vendors, Citizens, Dispatch Supervisors, Dispatchers, and other SNOCOM Employees.
WORKING CONDITIONS:  Work is performed in an office primarily at a desk, using a computer workstation, and other office equipment, often sitting for long periods of time. The office is in an enclosed environment within a secure building with no natural lighting and little outside contact. Individual may be required to lift boxes or files occasionally, usually not exceeding 30 pounds, and move or reposition equipment requiring force sufficient to move 50 pounds. Work hours are normally during the day, however, individual must be able to respond on a 24 hour-seven day a week basis in order to oversee and conduct emergency operations in the communication center or communications vehicle. Travel away from the facility for meetings is required.  Travel out of state may also be required to attend training and conferences.

MACHINES, TOOLS, EQUIPMENT AND/OR OFFICE MACHINES:  Operates a computer work station, photocopier, multi-line telephone, Computer Aided Dispatch (CAD) system, E-9-1-1 telephone system, 800MHz radio system, other associated dispatch equipment, and communication vehicle equipment. 
ESSENTIAL JOB FUNCTIONS:  
Note:  Each of the following is an implied ability:

· Manages the Operations Division of SNOCOM and staff assigned to the Division. 

· Assists the Director in the “day to day” operation of the Agency in conformity with the policies adopted by the Board of Directors.

· Coordinates with the Director and other staff on special projects affecting the efficient operations of the Agency.

· Assists in the planning of goals for the Agency and the implementation of programs to reach the immediate objectives.

· Coordinates the operations of the Center and makes operational decisions as necessary to gain the most efficient communications and operations.

· Evaluates operating procedures of the Communication Center and recommends to the Director and other staff changes that will maintain or improve the efficient operation of the Center.

· Responsible for the recommendation of projects and associated budget requests.

· Continued oversight and responsibility to manage the Operations Division Budget. 

· Liaisons with user agencies, and Police and Fire TACs on operational matters.

· Actively participates in staff meetings and other work related events as part of the SNOCOM management team.

· Represents SNOCOM at meetings with user agencies, outside entities, and the public.

· Promotes, facilitates, liaisons, and encourages a positive work environment for all subordinate personnel.

· Oversees the creation and maintenance of a schedule of personnel for the efficient use of the Communications Center staffing.

· Supervises the maintenance of resources used by the communications staff in the carrying out of their duties; e.g., Standard Operating Procedures, grid books, maps, Dispatching and E.M.D. Guidelines, reference books, log entry books, etc.

· Directly supervises all Dispatch Supervisors. 

· Maintains a supervision and evaluation process for all dispatch personnel in the Communications Center. 

· Assists the Director and staff with labor policy, negotiations, and the administration of the Collective Bargaining Agreement.

· Assists the Director and staff in carrying out the personnel policies.

· Maintains liaison with other Communications Centers’ management personnel as well as User Agency management personnel.

· Assists the Director with internal investigations as related to the Operations Division and recommends disciplinary action to the Director regarding employees under their supervision.
· Manages SNOCOM Tactical Dispatch Team program, including liaison with outside agencies concerning the use of communication vehicles.
· Other duties assigned by the Director.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Has the ability to quickly learn and understand the agency’s goals and procedures in general and specific procedures and deadlines required of the SNOCOM center’s operations.

· Working knowledge of the principles and practices of modern public safety communications, operations, and trends in public safety systems. 

· Ability to set priorities, coordinate activities, and perform numerous tasks simultaneously.

· Ability to exercise a high degree of independent judgment in problem solving and decision making.

· Ability to work independently and cooperatively with others.

· Ability to communicate effectively both verbally and in writing; using correct English, grammar, spelling, and vocabulary; making effective public presentations of complex information.

· Ability to become adept in the operational and technical aspects of the Computer Aided Dispatch system, E911 telephone systems, and 800 MHz radio systems used by SNOCOM.

· Knowledge of, and participation in, disaster planning mobilization.

· Basic understanding of the principles and methods of telephone and telecommunications operations.

· Ability to establish and administer standard operating procedures for personnel management and systems operations.

· Ability to interpret and apply the rules and regulations of the Federal Communications Commission.

· Ability to interpret and apply State and Federal employment laws.

· Ability to interpret and apply the provisions of a Collective Bargaining Labor Agreement.

· Willingness to work irregular hours and be subject to 24-hour call-out.

· Ability and willingness to establish and maintain effective and harmonious working relationships with user agency personnel, elected officials, labor union officials, other agencies and the general public.

· Ability to work independently and cooperatively with others, maintaining confidential information.

DESIRED EDUCATION AND EXPERIENCE:
A minimum of three years experience in the supervision of public safety communications employees in a dispatch center environment; 
A minimum of three years experience in a public safety computer aided dispatch (CAD) system; 
Education minimum of an Associate Degree.  Preference will be given for an education level of a Bachelors Degree or higher.   

LICENSES AND OTHER REQUIREMENTS:

Ability to possess a valid Washington State Drivers License.

Eligible for authorized access into State/Federal data systems.

Note:

A comprehensive background investigation to include criminal history checks will be conducted.

While requirements may be representative of minimum levels of knowledge, skill, and abilities to perform to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

This job description in no way implies that these are the only duties to be performed. Employees occupying the position will be required to follow any job related instructions and to perform any other job related duties required by the Director. This is an FLSA exempt, non-represented, position.
SNOCOM is an Equal Employment Opportunity (EEO) employer and does not discriminate in any employer/employee relations based on race, color, religion, sex, sexual orientation, national origin, age, marital status, disability, genetic information, veteran’s status or any other basis protected by applicable discrimination laws.
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