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Open until filled 

Police 
Dispatcher 

City of Healdsburg 
401 Grove Street 

Healdsburg, CA  95448-4723 

The City 
Healdsburg is located  70 miles north of San Francisco on 
Highway 101 in the literal heart of the wine country. With a 
population of approximately 10,000 residents, the City’s small 
town charm is reflected in quiet, friendly neighborhoods and 
traditional Spanish-style plaza.  The City of Healdsburg enjoys 
a moderate climate. Summer temperatures range from 70 to 
90 degrees with cool evenings. Winters are mild, with the 
average rainfall being 40 inches per year and with no snowfall. 
Because of its location on the Russian River and the 
surrounding wine valley regions, it offers a wide variety of 
recreation, scenic and historic attractions and provides 
excellent opportunity for fishing, hiking, canoeing, swimming 
and water skiing. 
 
EMPLOYMENT INFORMATION:  Prior to employment, the 
candidate selected for the position will be required to successfully 
pass a thorough physical examination given by a City-designated 
physician. Background and references checks will be conducted on 
the final candidate. The City of Healdsburg will require, as a 
condition of employment, documentation of the legal right to work 
in the United States. ACCOMMODATION: Candidates who 
require special accommodations due to a legal disability, should 
supply the Personnel Department with documentation and a 
written request five (5) days prior to the date of examination on 
the need for accommodation. SPECIAL NOTE: The information 
con ta ined  i n  th i s  j ob 
announcement does not 
constitute either an expressed 
or implied contract. Any 
provision contained in this 
bulletin may be modified or 
revoked without notice.  
 

The City of Healdsburg is an 
equal opportunity employer and 

complies with the provisions of the Americans With Disability Act 
(ADA). Women and minorities are encouraged to apply. 

 
Announcement Date: September 9, 2016 

Compensation and Benefits 
Salary Range: $4,401-$5,639 per month. 
Retirement Plan: Membership in the Public Employees 

Retirement System (as defined by PEPRA. 
Employees pay the employee contribution on 
a pre-tax basis. The City does not participate 
in Social Security. 

Life Insurance: $100,000 group term life. 
Vacation: 10 days/yr., increasing with service. 
Sick Leave: Employees accrue 12 days per year. 
Holidays: Paid for 12 holidays semi-annually. 
Bilingual Pay: $200 per month if fluent in Spanish. 
Equipment Allowance: $800/yr. 
Ed. Incentive Pay: $100/mo. for AA/Intermediate Post; $250/

mo. for BA /Advanced Post  
LTD Insurance: Paid by City. 
Health Insurances:: Dental and vision care insurance premiums 

for employee and dependents paid by City. 
Employee may choose from Kaiser, Sutter or 
Anthem Blue Cross for medical coverage. 
Employees pay a portion of the medical 
premium on a pre-tax basis.  

Longevity/Merit: 2% to 8% additional compensation is 
granted for 5- 25 years of service. 

EAP: Employee Assistance Program for employee 
and dependents.  

Additional Benefits: Credit unions and deferred compensation 
plan. 

Healdsburg Police Department 
235 Center Street 

Healdsburg, CA  95448-4723 

Application Process 
To apply for this position, applicants must submit a 
completed City of Healdsburg application and POST dispatch 
test scores (if available) to the Personnel Office by the filing 
deadline. The application  may be obtained at the City of 
Healdsburg Personnel Office, 401 Grove Street, Healdsburg, 
California, 95448. or on-line at www.ci.healdsburg.ca.us. 
Position is open until filled. 

 
Selection Process 

The qualifications of each applicant, as set forth in the 
application, will be reviewed by a screening committee. 
Those applicants determined to be best qualified for the 
position will be invited to continue in the recruitment process. 
(Note: Meeting the minimum qualifications does not guarantee 
advancement in the selection process.) Candidates may be required 
to complete the POST Entry-Level Dispatcher Selection Test 
Battery prior to being invited for an oral interview. Candidates 
participating in an oral interview will be evaluated on 
experience, training and personal qualifications for the 
position. The City of Healdsburg reserves the right to modify 
the selection process as necessary to conform to 
administrative or business necessity. 

City of Healdsburg 
401 Grove Street 

Healdsburg, CA  95448-4723 



 Under general supervision, receive complaints and 
requests for assistance from the public, law enforcement, 
fire, and medical personnel; maintain communications 
between police, the general public and other law 
enforcement and fire agencies; receive and relay information 
by radio, telephone, or at the counter; dispatch safety 
personnel and equipment in accordance with department 
procedures; perform a variety of general support work in 
assisting and maintaining police records, reports and files 
and perform other related work and assignments as 
required. 
 Police Dispatchers are considered to be fully qualified 
dispatchers required to handle emergency situations; 
responsible for dispatching, coordinating and directing 
personnel and equipment, using independent judgment to 
develop a course of action when emergency situations may 
arise.  Dispatchers are competent to perform all duties of the 
classification that involve receiving incoming calls for police, 
fire and medical assistance and dispatching necessary units 
using a computer aided dispatch system. This class is 
distinguished from the Lead Police Dispatcher classification 
in that the latter assists in performing training and more 
technical and complex dispatching activities.  

 Receives and evaluates requests for assistance by 
telephone, radio, E911, and over the counter; 

 Dispatches calls to field personnel and monitors progress, 
location and needs of field personnel during specific 
activities in accordance with established procedures; 

 Dispatches and coordinates emergency personnel and 
equipment; 

 Operates public safety related equipment to include two-
way radio, computer aided dispatch, CLETS/NCIC/DMV 
and PSAP equipment; 

 Monitors the location of public safety personnel and 
resources as appropriate; 

 Receives requests from field personnel for information 
regarding, but not limited to, vehicle registration, driving 
records and warrant information, and provides pertinent 
data as received from the California Law Enforcement 
Telecommunications System (CLETS), the National Crime 
Information Center (NCIC), Department of Motor Vehicles 
(DMV) and the Integrated Justice System (IJS); 

 Enters information into CLETS and NCIC and relays 
information to other public safety agencies as needed; 

 Receives and dispatches calls for service for on-call public 
works, electric and animal control personnel after 
business hours; 

 Acts as a coordinator in operations between various 
personnel and agencies in major emergencies; 

The Position 

Knowledge of: Dispatch related equipment including two-way 
radios,  computer aided dispatch, E911 and 
telecommunications; working knowledge of streets, roads, 
major buildings and geography of Healdsburg; functions of the 
Police Department and other public safety agencies; applicable 
rules, regulations and procedures including those of the Federal 
Communications Commission and their application;  basic 
provisions of the California vehicle and penal codes; English 
usage, spelling, grammar and punctuation; modern office 
practices and procedures; and record keeping principles and 
practices.  
 
Ability to: Accurately dispatch, coordinate and direct public 
safety equipment and personnel; react quickly, efficiently and 
calmly in an emergency situation and adopt an effective course 
of action; exercise good judgment in emergency situations; 
project a calm and reasoning demeanor while dealing with irate 
or emotionally distraught people and establish and maintain 
cooperative working relationships; work under stress and adapt 
quickly to a variety of personalities and situations; establish 
priorities and take appropriate action; exercise sound 
independent judgment and work with minimal supervision; 
maintain attention to detail despite frequent interruptions; work 
effectively on multiple duties; use courtesy, tact and firmness 
when required in dealing with the public, co-workers and other 
agencies; handle inquiries from the public in a courteous and 
effective manner; maintain accurate records and prepare clear 
and concise reports and documentation; understand and follow 
complex written and oral instructions; learn, interpret and apply 
pertinent subject matter, procedures and policies; learn and 
understand laws, codes and procedures; interpret rules and 
regulations to others; speak clearly and precisely in English; 
operate a computer and all related equipment; type at a speed 
necessary for adequate job performance (minimum 30 wpm); 
and spell accurately. 

Minimum Qualifications 

Medical/Psychological/Polygraph/
Background 

All examinations are at the City’s expense and given by a City-
designated physician. Individuals who are currently working should 
not resign until they have been officially notified of appointment. If, 
during the testing process, something derogatory is discovered 
about an applicant currently employed with another law 
enforcement agency, that information may be shared with that 
current employer. 

Prior to employment, candidates will be required to 
successfully complete the following: Chief’s interview and 
evaluation; pass a thorough background investigation, 
psychological and polygraph testing and pass a full, complete 
physical examination prior to actual hire. 

 Monitors several complex public safety radio frequencies, 
radio consoles, telephones, teletype, E911, 24-hour logger 
and related equipment; 

 Maintains comprehensive files, logs and reports on 
communications dispatch operations; 

 Maintains and operates department communications 
equipment and requests repairs when needed; 

 Provides accurate information to the public and assists walk-
in citizens with requests at the front counter; 

 May assist in searching and booking prisoners; 
 Processes and files arrest reports, warrants, subpoenas, 

citations and other miscellaneous departmental paperwork 
as required; 

 Uses standard office equipment in the course of the work; 
 Assists in training new dispatchers and provides general 

instruction. 

Essential duties 

 Must possess and maintain a valid California motor vehicle 
operator’s license during the course of employment. 

 Possession of a valid Public Safety Dispatcher POST 
certificate is highly desirable. 

Incumbents must be willing to work evenings, night and 
weekend shifts, holidays, scheduled and emergency overtime 
and work under potentially stressful situations.  Dispatchers 
operate office equipment and enter data into terminals 
requiring repetitive arm-hand movement and sit for extended 
periods of time without the ability to move at will; move less 
than 20 lbs short distances. Must be willing to take 
independent action; able to pronounce words using proper 
diction; move fingers and hands dexterously and move arms 
quickly; effectively communicate verbally and in writing and 
demonstrate emotional stability and an even temperament. 

Any combination equivalent to experience and education that 
could likely provide the required knowledge and abilities 
would be qualifying. A typical way of obtaining the required 
knowledge and abilities would be:   
 
Education: equivalent to graduation from high school or 
possession of General Education Development Certificate 
(GED) and Experience: a minimum of one year experience 
dispatching or three years of clerical experience. 

Required Licenses/Certificates 

Working Conditions/Physical 
Demands 

Education and Experience 
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