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CITY OF BENTON, ARKANSAS 

JOB DESCRIPTION 

 

JOB TITLE: Communications Operator I  DATE: 07/07 

DEPARTMENT:  Communication Department  GRADE: 7 

DIVISION:  City General     FLSA STATUS: Non-exempt 

REPORTS TO: Communications Lead Operator   EEO CATEGORY: Technicians 

           
This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and 

minimum qualifications of this job.  The incumbent(s) may be required to perform job-related responsibilities and tasks 

other than those stated in this job description.  Nothing in this job description restricts management’s right to assign or 

reassign job-related responsibilities and tasks to this job at any time.  Certain functions are understood to be essential; 

these include, but are not limited to, attendance, getting along with others, working a full shift, and dealing with and 

working under stress.  Any essential function of this class will be evaluated as necessary should an incumbent/applicant 

be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act 

(ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible. 
 

JOB OBJECTIVE: To receive calls for emergency services and to dispatch the appropriate 

emergency response unit to respond to the call. 

 

ESSENTIAL JOB FUNCTIONS:  

 

1. Receives calls for emergency or routine services; questions callers to obtain information required 

to dispatch emergency response units.      

 

2. Determines appropriate emergency response unit by checking references; notifies the appropriate 

unit of the type of call, location and other available information. 

 

3. Provides additional information to field units dispatched to answer calls; monitors radio reports 

and requests for information or assistance from field units responding to calls. 

 

4. Operates computer terminal and searches files to obtain information required by units. 

 

5. Notifies other agencies of call which may affect those agencies or require additional services; 

forwards routine calls to the proper City department or agency; notifies appropriate utility unit of 

situations which may involve or require the services of the utility department. 

 

6. Performs test of radio and telephone equipment at assigned intervals; notifies supervisor and 

repair personnel of equipment malfunctions. 

 

7. Maintains and updates records regarding equipment tests, street closings, fire hydrants out of 

service and run books; notifies the effected field units of street closings and hydrants out of 

service. 

 

8. Monitors National Weather Service Weather Alert radio and assigned alarm systems; notifies 

appropriate City department of reports received and provides information to emergency response 

units as required. 
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9. Receives and provides information regarding City Services after regular business hours; notifies 

employees scheduled to be on call of situations requiring response. 

 

SECONDARY DUTIES AND RESPONSIBILITIES: 

 

1. Performs other related duties as required. 

 

SUPERVISORY RESPONSIBILITIES: None 

 

RESPONSIBILITY FOR FUNDS, PROPERTY & EQUIPMENT:  Less than $5,000 

 

EDUCATION AND EXPERIENCE: 

These knowledge, skills, and abilities are usually, although not always, acquired through completion 

of high school and six months of related experience.  Equivalent combinations of education and 

experience will be considered. 

 

MINIMUM QUALIFICATIONS:   

 REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

 

Familiarity with Federal Communications Commission Rules and Regulations governing 

radio operations. 

 

 Good knowledge of the City of Benton streets and boundaries. 

 

 Skill in operation of a computer terminal. 

 

 Skill in operation of two-way radio equipment. 

 

Skill in obtaining critical information from citizens reporting emergency situations.  

 

Ability to communicate tactfully, and effectively with members of public, employees of other 

city departments, and employees of other agencies. 

 

Ability to speak in a clear, articulate manner. 

 

Ability to concentrate on calls from citizens or radio messages to and from field units despite 

distractions caused by other calls or conversations. 

 

Ability to determine priority calls, procedures, and appropriate field units by reading maps, 

run logs, technical manuals and departmental procedures. 

 

Ability to maintain and update files and records. 

 

Ability to complete standard report forms. 

 

Ability to remain calm in emergency situations. 
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PHYSICAL REQUIREMENTS: 
The physical activities marked below are representative of those that will be required on a regular basis to successfully 

perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

          Yes No  

Lifting  (lbs.)         25  

Carrying (lbs.)         25 

Stooping/Bending        X   

Kneeling/Squatting        X 

Walking         X 

Standing         X 

Sitting          X 

Climbing, Balancing (working from a ladder)     X 

Use of Hands to Finger, Handle, or Feel     X 

Physical Coordination (simultaneous use of hands, arms, feet and legs X 

Eye-Hand Coordination       X 

Close Vision (Clear at 20 inches or less)     X 

Distance Visions (clear at 20 feet or more)     X 

Color Vision         X 

Depth Perception         X 

Hearing         X 

 

 

WORK ENVIRONMENT: 
The environmental conditions marked below are common to this job. 

 

          Yes No  

Outdoor Weather Conditions            X 

Wet, Humid Conditions (non-weather)       X 

Work Near Moving Mechanical Parts       X 

Work in High, Precarious Places        X 

Fumes or Dust           X 

Toxic or Caustic Chemicals         X 

Extreme Heat (non-weather over 90 degrees F.      X 

Low Noise (e.g., business office)      X 

Moderate Noise (e.g., light motorized equipment such as lawn mowers)   X 

Loud Noise (e.g., jackhammer, heavy motorized equipment)    X 


