
AGENDA 
SPECIAL BOARD MEETING 
YECA GOVERNING BOARD 

May 12, 2021 at 2:00 p.m 

NOTICE OF TELECONFERNCING IN COMPLIANCE WITH EXECUTIVE ORDER N-29-20 

This meeting will be conducted via teleconference in accordance with Executive Order N-29-20.  
The meeting will be conducted in a manner that protects the statutory and constitutional rights of 
the parties or the public appearing before YECA Board of Directors.  The following information 
can be utilized by the public who wish to attend and/or address the YECA Board of Directors 
and public comments can be made as set forth below:  

Join Zoom Meeting by Computer 
https://zoom.us/j/94634860747 

Meeting ID: 946 3486 0747 

+1 (669) 900-9128 US (San Jose)

1. Call to Order (2:00 P.M.)

2. Approval Agenda (2:05 P.M.)

3. Public Comments
THIS TIME IS RESERVED FOR MEMBERS OF THE PUBLIC TO ADDRESS THE BOARD ON ANY
MATTER WHETHER OR NOT IT IS ON THE AGENDA.  NO ACTION MAY BE TAKEN ON NON-
AGENDA ITEMS UNLESS AUTHORIZED BY LAW.  MEMBERS OF THE PUBLIC WHO WISH TO
PROVIDE PUBLIC COMMENT MAY DO SO DURING THIS TIME BY VERBALLY STATING
THAT THEY WISH TO MAKE A COMMENT.  YOUR STATEMENT WILL BE NOTED AND YOU
WILL THEN BE RECOGNIZED BY THE YECA CHAIR BOARD MEMBER.  COMMENTS WILL BE
LIMITED TO FIVE MINUTES PER PERSON, TWENTY MINUTES IN TOTAL

4. Action Items
a. Proposed YECA Administration Division & Operations Restructure - *Voted Item

5. Adjournment

I declare under penalty of perjury that the foregoing agenda was available for public review and 
posted on/or before May 11, 2021 on the bulletin board outside of the Yolo County Board of 
Supervisors Chambers, Erwin Meier Administration Center, 625 Court St., Woodland, California and 
on the agency website: http://www.yolo911.org/BoardCalendar2021.html 

https://zoom.us/j/94634860747
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~REVISED~ 

STAFF REPORT 

 

Agenda Item:  4.a 

 

Date:  May 12, 2021  

To:  YECA Governing Board 

From:    Dena Humphrey, Executive Director  

Subject: YECA Administration Division & Operations Restructure – *Voted Item      

Summary: 
 

The agency is preparing and planning for a vacancy within the HR/Fiscal Administrator position.  After 
considering agency needs in succession planning and retaining vital skillsets needed in a small agency, 
making a change is necessary.  Restructuring positions within the Administration division and Operations 
for a restructure will position the agency to retain specialized skillsets and aid with continuity.  
 
The restructure entails using existing staff to absorb some of the duties of the HR/Fiscal Administration 
position, while reclassifying and creating a new position for Accountant II position and Operations 
Supervisor position.  The following proposed positions would be assigned the following areas to absorb 
the loss of the HR/Fiscal Administrator position:  
 

• Executive Director  
o Interim - absorb direct oversight of accounting duties   
o Continue oversight HR Personnel  

 
• Deputy Director  

o Risk Management, Benefits, Leave management, and Payroll oversight  
o High level oversight of Operations   

 
• Operations Supervisor *New Position    

o Daily Operations responsibilities   
o Reports to Deputy Director  

 
• Dispatch Supervisor     

o No change 
o Reports to Deputy Director      

 
• Accountant II *New Position    

o Accounting and Payroll    
o Reports to Executive Director  
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The cost savings of downgrading the HR/Fiscal Administrator position would help offset the costs of this 
restructure by $38k fully loaded with salary and benefits.  The proposed restructure costs would be 
absorbed within FY22 Budget; no additional funds would be needed to fund this restructure.  As the 
agency will also realize a salary savings during the recruitment period.    
 
 
This plan also entails using 1 FTE Dispatch Assistant vacancy to upgrade the position of the Operations 
Supervisor.  This change would not increase the number of FTE’s for the agency.  The Operations 
Supervisor would oversee operations i.e., scheduling, training, performance, technical oversight, and 
represent the agency countywide on operational committees and meetings.  This position would not have 
any direct reports. There would be an 8-month transitional period from assisting with direct dispatch 
duties to permanently moving full time into the Operations Supervisor position.        
 
 
The agency is authorized 4 FTE Dispatch Supervisors, who’s primarily focus is to ensure coverage, 
oversight, and to relieve Dispatch staff for breaks.  They’re scheduled to mirror a 24/7 coverage and they 
typically work 75% of their time in the room on a channel, leaving 25% of their time for administrative 
duties supervising eight employees, performing tasks, and researching inquiries.  
 
This restructure is designed to increase agency institutional knowledge within a small agency:  
 

• Full continuity of operations & administrative duties  
• Plan for building future skillsets and cross training for succession planning   
• Spread out job knowledge and responsibilities amongst staff        

 
    Summary of the overall proposed restructure:  

 
 

Status Position 
Hourly Salary 

Range 
FY22 Annual 

Difference 

Top Step                  
Projected 

FY24/25Annual 
Difference FLSA Status 

Additional 
Benefit

Proposed Deputy Director $52.71 - $65.18 $7,675 $7,675 Exempt N/A
Current Operations Manager $50.07 - $61.49 Exempt 

Proposed Operations Supervisor $35.36 - $45.59 $37,211 $41,725 Exempt *40hrs Admin 
Current Dispatcher Assistant $21.11 - $25.53 Non-Exempt 

Proposed Accountant II $30.87 - $37.53 ($29,827) ($15,974) Non-Emempt N/A
Current HR/Fiscal Administrator $39.04 - $45.21 Exempt 

Sub-Total  $15,059 $33,426
($24,787)

TOTAL ($9,728) $33,426
Vacant Accountant II Salary Savings (3 mo) 
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Upon Board approval, the following new agency salary schedule would be effective June 6, 2021, which 
includes the two new proposed positions to be in compliance with CalPERS regulations reflecting the full 
agency’s salary schedule:        

 

 
YECA Salary Scheule 
Effective June 6, 2021
Revised May 12, 2021

Position Minimum Maximum
Dispatch Assitant Hourly $21.11 $25.53
Dispatcher I/II Hourly $22.39 $33.29
Dispatcher III Hourly $34.96 $36.37
Dispatch Supervisor Hourly $35.36 $43.42
Operations Supervisor Hourly $35.36 $45.59
IT Specialist Hourly $31.71 $38.55
System Administrator Hourly $40.47 $49.19
IT Manager Hourly $50.65 $59.84
Executive Director Hourly $66.68 $80.87
Deputy Director Hourly $52.71 $65.18
Sr. Administrative Specialist II Hourly $21.26 $26.05
Fiscal/Human Resources Administrator Hourly $39.04 $45.21
Accountant II Hourly $30.87 $37.53

Salary Range

 
 
 
 
Click below for the full job descriptions:  
 
Deputy Director  
 
Operations Supervisor  
 
Dispatch Supervisor  
 
Accountant II  

 



FY21 & FY22 Proposed Position Table  
         
 

 Authorized Position Resolution                         as of 
                          05/10/2021   

   Current Proposed Final  

Active Positions   Effective   
FTE 

Auth   

FTE 
Funded 
& Filled 

FTE 
Funded 

& Vacant 

Current 
FTE Auth  
& Funded 

Proposed 
FTE 

Changes 

FTE 
Auth  & 
Funded 

1 Executive Director  2015 1 1   1   1 
2 HR/Fiscal Administrator  2016 1 1   1  -1 0 
3 Sr. Administrative Specialist II 2008 1 1   1   1 
4 Operations Manager 2008 1 1   1  -1 0 
5 Dispatch Supervisor 1999 4 4   4   4 
6 911/Public Safety Dispatcher I/II 2015 26 24 2 26  26 
7 911/Public Safety Dispatcher III 2006 4 3  1 4   4 
8 Dispatch Assistant 2014 5 4  1 5 -1 4 
9 IT Systems Manager 2012 1 1   1   1 

10 Sr. Radio Administrator  2013 0 0   0   0 
11 Radio Systems Administrator 2008 0 0   0   0 
12 Systems Administrator 2018 1 1   1   1 
13 Information Technology Specialist  2018 1 1   1   1 
14 Accountant II  2021 0 0  0 1 1 
15  Deputy Director  2021 0 0  0 1 1 
16 Operations Supervisor  2021 0 0  0 1 1 

  Totals 46 42 4 46  46 



Executive Director
(1 FTE)

IT Manager
(1 FTE)

Deputy Director
(1 FTE)

Yolo Emergency Communications Agency

Proposed Organizational Chart 

JPA Board
City of Winters

City of West Sacramento

City of Woodland

Yolo County

Yocha Dehe Wintun Nation

Dispatch Supervisor
(4 FTE s)

Dispatcher III
(4 FTE s)

Dispatcher I/II
(26 FTE s)

Dispatcher Asst.
(4 FTE s)

Systems Admin
(1 FTE)

IT Specialist
(1 FTE)

Accountant II
(1 FTE)

Admin Specialist II
(1 FTE)

Operations Supervisor
(1 FTE)
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YECA               Position Description 
Position:  Accountant II   Position Number:   


Department:  Administration  FSLA:  Non-Exempt 


Reports to:  Executive Director Represented:  General/Non-Rep     


 


Summary 
 


The Accountant II provides professional accounting work including the examination, 


maintenance, verification, analysis, and reconciliation of financial records; assists in 


maintaining accounting system; and prepares accounting and auditing reports. 


 


Receives general direction from the Executive Director or his/her designee. No direct 


supervision of staff is exercised.  


  
 


Distinguishing Characteristics 
 


This position is responsible for overseeing YECA’s accounting systems.  Incumbents in this 


position report directly to the Executive Director.   
 


Essential Duties and Responsibilities 
 


 Oversees or participates in the posting, balancing, and reconciliation of the general 


ledger; participate in the entry of automated payroll & benefits systems; audits and 


reconciles payroll documents; makes complex or difficult adjustment entries and 


transfers of appropriations and accruals; Maintains and reconciles fixed asset function; 


works with County financial staff to assure timely processing of transactions;  


 


 Oversees or prepares a variety of detailed accounting transactions including accounts 


payable/receivable, deposits, and journal entries; assist external accountant with financial 


statements and reports; works with external auditors during annual audit and resolves 


accounting problems in the process 


 


 Examines, analyzes and verifies fiscal documents and accounting systems to ensure 


accuracy, completeness, adherence to established fiscal controls, and to ensure 


compliance with regulations, laws, and standard accounting principles and procedures  


 


 Assists the Executive Director with development of budget proposals.  Oversees and 


organizes approved budgets, transaction records, and audit trails, including those for 


special projects/grants.  


 May assist in backup related to making changes for employee benefits programs 


including insurance, leave, retirement, incentive pays, deferred compensation.  Initiates 


and responds to a variety of surveys, correspondence, and reports; provides 


administrative support to the labor negotiation team; ensures accuracy of employee 


compensation and benefits, personnel transactions and salary schedule data.   
 


 Identify opportunities for improvement in the current policies, procedures, and systems; 


develop recommendations for changes; implement modifications to the program, 


policies, and/or procedures as appropriate.  
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 Performs other duties as assigned that support the overall objective of the agency. 


 


 


Qualifications 
 


 Knowledge and Skills 


The position requires a general understanding of governmental accounting theory, principles 


and practices and their application to a wide variety of accounting transactions; application 


and operation of computerized accounting systems and spreadsheets; auditing principles, and 


techniques.  


Considerable knowledge of effective use of personal computer-based systems in an office 


environment. Requires specific, advanced skill in word processing, spreadsheet applications, 


presentation graphics, electronic filing sufficient to train others and perform basic 


troubleshooting of problems.  Requires knowledge of general ledger record keeping.  


Requires sufficient knowledge of and skill at applying English grammar and composition, 


and spelling to business and/or legal formats.   


 


 


 Abilities 


Requires the ability to independently perform all of the duties of the position.  Must be able 


to learn, interpret, explain and apply knowledge of the agency, its operations, programs, 


functions, and special terminology.  Requires the ability to prepare spreadsheets, enter, 


import, and export data to and from databases.  Requires the ability to plan, organize and 


prioritize work in order to meet schedules and timelines; know laws, regulations and codes; 


problem solve related issues; remember various rules, policies and procedures; explain and 


interpret policy.   
 


 Competencies  


To perform the job successfully, an individual should demonstrate the following 


competencies Analytical - Synthesizes complex or diverse information; collects and 


researches data; designs work flows and procedures. Continuous Learning - Pursues training 


and development opportunities; strives to continuously build knowledge and skills; shares 


expertise with others; Job Knowledge - keeps abreast of current developments; requires 


minimal supervision; displays understanding of how job relates to others; uses resources 


effectively. Problem Solving - Identifies and resolves problems in a timely manner; gathers 


and analyzes information skillfully. Oral Communication - Listens and gets clarification. 


Quality Management - Demonstrates accuracy and thoroughness. Dependability - Follows 


instructions, responds to management direction; takes responsibility for own actions; keeps 


commitments. 
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 Physical Abilities 


This class includes administrative positions requiring light physical effort which may 


include frequent lifting of up to ten pounds and occasional lifting of up to twenty-five 


pounds.  Some bending and stooping, and/or squatting may be required.  Sufficient hand/eye 


coordination and manual dexterity to keyboard at a rate (about 35 wpm); sufficient visual 


acuity to recognize words letters and numbers.  Sufficient auditory acuity to carry on  


conversations over the phone and in person.    
 


 


 


 


 Education and Experience 


Bachelor's degree from four-year college or university in Business or Accounting; or an 


Associate degree in Business or Accounting with three or more years of experience in 


governmental accounting 
 


 Licenses and Certificates 


May require a valid driver’s license.  


 


 Working Conditions 


Work is performed indoors where minimal safety considerations exist.  
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YECA               Position Description 
Position:  Deputy Director  


Division:   Administration  FSLA:  Exempt 


Reports to:  Executive Director  Represented: Management/Non-Rep 


 


Summary 
 


The Deputy Director performs work of considerable difficulty in planning, managing, 


developing, implementing, and coordinating the dispatching operations and staff of the 


YECA regional 9-1-1 emergency dispatch center.  Assures the efficient and economical use 


of division resources, personnel, facilities, and implements management practices to optimize 


utilization of human resources.   


 


This position is responsible for maintaining and enhancing human resources functions in the 


development, administration, and implementation of YECA’s human resource programs, 


including recruitment, examination, compensation, salary, benefits, risk management, and 


payroll processes.   


 


Distinguishing Characteristics 
 


This development position is within the Administrative Division and is under the general 


direction of the Executive Director.  The Deputy Director position has the responsibility for 


overseeing the Operations Division and directly managing the Operations & 


Communications Supervisors, while overseeing the planning, directing, and managing the 


activities of the Agency’s regional emergency and non-emergency police, fire, medical call 


taking, and field unit dispatch center and is expected to exercise considerable discretion in 


carrying out responsibilities independently with awareness of emergency communications 


issues and sensitivities.  This position is responsible for applying an extensive, fully seasoned 


knowledge of modern techniques and concepts of emergency service communications, 


requiring considerable initiative, creativity, analysis, and interpretation to create a motivating 


atmosphere.  The incumbent maintains close working relationships with the Operations 


division personnel, member agencies, and political jurisdiction.  Problems encountered in 


this position are technical, logistical, legal, or personnel related.   


 


Essential Duties and Responsibilities 
The statements contained below reflect general details as necessary to describe the principle functions of 


this job, the level of knowledge, skills typically required, and the scope of responsibility, but should not be 


considered an all-inclusive listing of work requirements.  


 


 Plans, organizes, directs, and evaluates the work of the assigned supervisors and staff; 


with assigned staff, develops, implements, and monitors work plans to achieve Agency 


mission, goals and performance measures.  


 


 Oversees the operational section of the division budget and monitors operations 


performance against the annual budget.  


 


 Participates in hiring, counseling, disciplining employees in accordance with accepted 


management practices and Agency policy.  


 


 Plans, organizes, directs, and evaluates the performance of assigned supervisors and 


staff; establish performance requirements and personal development targets; regularly 
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monitors performance and provides coaching for performance improvement and 


development; approves and modifies disciplinary actions up to and including 


recommending termination to address performance deficiencies in accordance with 


Agency policies and labor contract agreements; represents the Agency in labor relations 


matters including labor/management committees, side agreements, and labor contract 


negotiations.  


 


 Ensure planning, monitoring, and appraisal of employee work results by training 


supervisors to coach and discipline employees; hearing and resolving employee 


grievances; counseling employees and supervisors. 


 


 Provides leadership and participates in programs and activities that promote workplace 


diversity and a positive employee relations environment; coordinates with staff to 


analyze and implement human resource and management policies and practices to 


increase employee retention and improve employee selection practices and 


employee/management relations.  


 


 Provides oversight to the Operations Supervisor in the planning, organization and 


direction of the operations of Agency’s law, fire and emergency medical services call 


taking, and dispatch activities for various affiliated law enforcement, fire and emergency 


medical service agencies; serves and represents operations on a variety of committees, 


task forces, and project teams.  


 


 Plans, organizes, and directs the activities of the Agency’s multi-jurisdictional Public 


Safety Answering Point (PSAP). 


 


 Perform administrative work related to employee benefits programs including insurance, 


leave, retirement, incentive pays, deferred compensation, and employee assistance 


programs.  Initiates and responds to a variety of surveys, correspondence, and reports; 


provides administrative support to the labor negotiation team; ensures accuracy of 


employee compensation and benefits, personnel transactions and salary schedule data.   


 


 Manage and guarantee bi-weekly disbursement of payroll, including garnishments, 


benefits and taxes consistent with federal and state wage and hour laws. 


 


 Attends conferences, conventions, and other educational meetings to keep abreast of 


state, regional and national trends in 9-1-1 technology, labor laws, policies, and 


procedures.  


 


 Participates in regular scheduled communications status meetings with the Executive 


Director. 


 


 Participates in Governing Board meetings and provides comprehensive and timely 


reports. 


 


 May act-in-capacity for the Executive Director during their absence.  


 


 Performs other duties as assigned that support the overall objective of the position. 


 


 


Qualifications 
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 Knowledge and Skills 


The position requires knowledge of the operation of a computer aided dispatch system; 


thorough knowledge of theory, principles, practices, techniques, and technology in the field 


of emergency communications for a medium sized, multi-jurisdictional public safety 


organization.  Knowledge of policies and procedures of various law, fire, and emergency 


services user agencies as they pertain to emergency communications.  Knowledge of 


regulatory agencies, laws, regulations, and policies that pertain to the public emergency 


communications agency; principles and practices of public administration for budgeting, 


purchasing, and maintenance of public records; research methods and analysis techniques; 


principles and practices of effective human resource management and supervision.  Requires 


a strong knowledge of effective community and public relations methods and practices; 


Agency personnel policies, labor contract provisions, and training requirements; practices, 


and principles of sound business communication.  


 


 Abilities 


Requires the ability to manage, evaluate, and direct comprehensive emergency 


communications operations and personnel; lead, motivate, and mentor a diverse staff; Define 


issues, analyze problems, evaluate alternatives and develop sound, independent conclusions 


and recommendations in accordance with laws, regulations, rule, and policies.  Organize, set 


priorities and exercise sound independent judgment within areas of responsibility.  Prepare 


clear, concise and comprehensive reports and other written materials.  Exercise sound expert, 


independent judgment with general policy guidelines.  Operate a computer and standard 


business software; present information clearly, logically and persuasively; communicate 


effectively both orally and in writing.  Exercise tact and diplomacy in dealing with sensitive, 


complex and confidential issues and situations.  Establish and maintain effective 


relationships with members of other governmental agencies, community and business 


organizations, employees, the public and others encountered in the course of work.    


 


 Physical Abilities 


Requires light physical effort including frequent lifting and moving of objects up to 10 


pounds, occasional lifting/moving of heavy objects.  Some bending, stooping, reaching and 


pulling are required.  Sufficient visual acuity to recognize letters, numbers, words, dials, 


buttons and other instruments; hand-eye coordination to grasp small objects; auditory ability 


to project voice for a distance of 50 feet are all required.  Ability to sit for long periods of 


time, move about and work in an indoor environment.  


 


 Education, Experience, Special Skills 


Possession of a bachelor’s degree from an accredited college or university with a major in 


Public Administration, Business Administration, Criminal Justice, Emergency Management, 


or closely related field.  Experience of four (4) years full-time or its equivalent, managing or 


supervising dispatch operations in a public safety department or emergency 9-1-1 


communications/dispatch center, which must have included responsibility for overseeing 


personnel, implementation of policies and procedures, budgetary preparation, project 


management, and personnel related situations.   


 


Additional experience of the type noted above may be substituted for the required education 


on a year-for-year basis to a maximum of four (4) years.   


 


 


 Licenses and Certificates 


Must possess and maintain a valid California class C driver’s license and a satisfactory 


driving record.   Must also possess Emergency Number Professional (ENP) certification or 


obtain certification within 24 months of employment      
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 Working Conditions 


 
Work is performed indoors where minimal safety considerations exist.  
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YECA              Position Description 
Position:  Dispatch Supervisor  


Department:  Operations FSLA:  Non-Exempt 


Reports to:  Deputy Director  Represented: Supervisory/Non-Rep 


 


Summary 
 


Supervises the operations of a multi-agency emergency services dispatch center for an 


assigned work shift.  Ensures trained staff is assigned to workstations to service all 


emergency and non-critical calls to the dispatch center.  Ensures that computer, telephone, 


and telecommunications systems are working properly to facilitate communications.  


Performs a variety of administrative and technical duties in support of the manager, director 


the center and its user agencies.  Participates in dispatch as needed and in the most 


complicated of situations. 


 


Distinguishing Characteristics 
 


This is a first-line supervisory position that oversees all classes in the Dispatcher Series and 


performs the full range of supervisory responsibilities (i.e. performance evaluations, formal 


discipline).  This position performs under the general supervision of the Deputy Director.  


 


Essential Duties and Responsibilities 
The statements contained below reflect general details as necessary to describe the principle functions of 


this job, the level of knowledge, skills typically required, and the scope of responsibility, but should not be 


considered an all-inclusive listing of work requirements. 


 


 Supervises an assigned shift of approximately five employees performing as Dispatchers 


or related assignment.  Monitors communications traffic, Dispatcher performance and 


personal needs.  Determines training needs; assist in the development and updating of 


training and orientation material.  


 


 Recommends and assists in the implementation of goals and objectives; establishes 


schedules and methods of operation for the communications center; implement policies 


and procedures. 


 


 Maintains required reports, forms, confidential logs and tape recordings; assure accurate 


records of information and calls received and dispatched.  


 


 Ensures that incoming calls are taken on a timely basis and in order of priority, and 


routed to the appropriate dispatcher.  Sees to it that data from all calls is entered onto the 


computer-aided dispatch database. 


 


 Assists in the hiring of new employees; evaluates probationary employees and makes 


recommendations for continued employment and post probationary employment status; 


conducts periodic performance appraisals of regular non-probationary employees.  


 


 Oversees, monitors, and reviews training of new employees.  Conducts periodic training 


assessments with trainer and trainee to assure adequate learning progress.  Authorizes 


trainees to work independently depending on level of skill. 


 


 Receives, investigates, and resolves customer concerns and complaints about level of 
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service and quality.  Studies trends and develops training and internal systems to 


minimize these occurrences.  Counsels staff on improving level and quality of service. 


 


 Independently investigates potential employee discipline matters and independently 


dispose of less serious matters and recommend appropriate action up to and including 


termination, with regard to more serious offenses.  


 


 Acts on employee time off requests including vacation, sick leave and shift trades; makes 


staffing decisions including the authorization of overtime, callout of employees; shift 


scheduling and changes in previously scheduled work.  


 


 Ensures that the physical setting for dispatch is clean and conducive to efficiency. 


 


 Conducts on-going evaluations of employee performance and learning.  Using the 


Performance Standards task manual, evaluates employees in over 30 areas.  Develops 


action plans for employees and recommends administrative actions such as salary raise, 


probation, etc. 


 


 Initiates activities and processes to enhance the ability of the assigned shift team to work 


cooperatively together. 


 


 Processes audio recording requests by first documenting the requests after determining 


validity, locating the call, then by performing the actual recording.  Information is often 


used for legal proceedings. 


 


 Performs as a Dispatcher to relieve same during breaks and for complicated situations. 


 


 Attend and serve on a variety of City, County and State committees and task teams.  


 


 Performs other duties as assigned that support the overall objective of the position. 


 


 


Qualifications 
 


 Knowledge and Skills 


The position requires in-depth knowledge of emergency services dispatch protocols, 


procedures, and techniques including the operating characteristics of all dispatch and 


telecommunications equipment used by the agency.  Requires a working knowledge of the 


laws and regulations governing dispatch.  Requires a working knowledge of procedures 


and terminology used by police, fire and emergency medical services including public 


safety classifications, codes and computer commands.  Requires a working knowledge of 


the policies and procedures for dispatch of all jurisdictions served.  Requires knowledge 


of the principles of supervision, training and performance evaluation. Requires sufficient 


communications skill to facilitate training, review performance, and resolve confrontation.  


Requires sufficient skill in the English language, spelling, grammar and punctuation to 


write complex reports.  Requires a working knowledge of office procedures, methods, and 


computer equipment, word processing software (WordPerfect, MS Word).   


 


 Abilities 


Requires the ability to carry out all aspects of the position.  Requires the ability to perform 


the essential functions of a Dispatcher including operation of all equipment.  Operate a 


computer-aided dispatch system quickly and accurately.  Plan, schedule, supervise, train 


and evaluate assigned staff.  Communicate clearly and concisely, both orally and in 
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writing.  Requires the ability to achieve harmonious relations among work team members, 


to counsel employees, and conduct reviews.  Remain calm in emergencies in order to 


make prompt, accurate and appropriate decisions.  Work a variety of shifts including 


nights, weekends and holidays.  


 


 Physical Abilities 


Requires sufficient ambulatory ability and hand-eye coordination to operate the full range 


of computer and telecommunications equipment used by the agency.  Requires visual 


acuity to recognize and read letters, numbers, and maps.  Requires auditory ability 


sufficient to carry on conversations in person and over the phone in proper tome and 


dialect to convey clear instructions.  This position requires light physical effort including 


lifting and moving of objects up to 10 pounds, occasional lifting/moving heavier objects.  


Some bending, stooping, reaching and pulling is required.  Ability to sit for long periods 


of time, move about, and work in an indoor environment in close proximity with others is 


required.  


 


 Education, Experience, Special Skills 


Any combination of experience and training that would likely provide the required 


knowledge, skills and ability is qualifying.  A typical way to obtain the knowledge and 


skills would be:  


Education/Experience:  


Equivalent to 5 years of progressively responsible experience in a public safety 


communications center providing consolidated police and fire service to multiple 


agencies.  Previous supervisory or lead worker experience preferred.   


Special Skills or Requirements: 
Experience working with enhanced 9-1-1 phone systems and technologies.  Experience 


working with public safety computer aided dispatch systems.   


 


 Licenses and Certificates 


Possession of or ability to obtain within 12 months of appointment.   CLETS 


(California Law Enforcement Data System) certification.  Basic Dispatcher (POST) 


certification.  
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YECA               Position Description 
Position:  Operations Supervisor  


Division:  Operations  FSLA:  Exempt 


Reports to:  Deputy Director   Represented: Supervisory/Non-Rep  


 


Summary 
 


The Operations Supervisor performs work of considerable difficulty in planning, managing, 


developing, implementing, and coordinating the dispatching operations and staff of the 


YECA regional 9-1-1 emergency dispatch center.  Assures the efficient and economical use 


of division resources, personnel, facilities, and implements management practices to optimize 


utilization of human resources.   


 


Distinguishing Characteristics 
 


This Supervisor position is within the Operations Division and is under the general direction 


of the Deputy Director.  The Operations Supervisor position has the responsibility for 


planning, directing, and managing the activities of the Agency’s regional emergency and 


non-emergency police, fire, medical call taking, and field unit dispatch center and is expected 


to exercise considerable discretion in carrying out responsibilities independently with 


awareness of emergency communications issues and sensitivities.  This position is 


responsible for applying an extensive, fully seasoned knowledge of modern techniques and 


concepts of emergency service communications, requiring considerable initiative, creativity, 


analysis, and interpretation to create a motivating atmosphere.  The incumbent maintains 


close working relationships with member agencies and political jurisdiction.  Problems 


encountered in this position are technical, logistical, or personnel related.   


 


Essential Duties and Responsibilities 
The statements contained below reflect general details as necessary to describe the principle functions of 


this job, the level of knowledge, skills typically required, and the scope of responsibility, but should not be 


considered an all-inclusive listing of work requirements.  


 


 Plans, organizes, and oversees the work of dispatch operations; collaborates with 


supervisors, develops, implements, and monitors work plans to achieve Agency 


mission, goals and performance measures.  


 


 Prepares and administers the operational section of the division budget.  Monitors 


operations performance against the annual budget.  


 


 Participates in hiring, counseling, disciplining employees in accordance with 


accepted management practices and Agency policy.  


 


 Participates in establishing performance requirements and personal development 


targets; regularly monitors performance and provides coaching for performance 


improvement and development; Independently investigates potential employee 


discipline matters and independently dispose of less serious matters and recommend 


appropriate action up to and including termination, with regard to more serious 


offenses. in accordance with Agency policies and labor contract agreements.;  
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 May assist the Agency in labor relations matters including labor/management 


committees, side agreements, and labor contract negotiations.  


 


 Collaborates with Dispatch Supervisors to develop and retain highly competent, 


service oriented staff through selection, compensation, training and day-to-day 


management practices that support the Agency’s mission, objectives and service 


expectations.  


 


 Provides leadership and participates in programs and activities that promote 


workplace diversity and a positive employee relations environment; coordinates with 


administration to analyze and implement human resource and management policies 


and practices to increase employee retention and improve employee selection 


practices and employee/management relations.  


 


 Plans, organizes, and oversees the operations of Agency’s law, fire and emergency 


medical services call taking, and dispatch activities for various affiliated law 


enforcement, fire and emergency medical service agencies; serves and represents 


operations on a variety of committees, task forces, and project teams.  


 


 Plans, organizes, and directs the activities of the Agency’s multi-jurisdictional Public 


Safety Answering Point (PSAP). 


 


 Assist with development, review, and implements policies and procedures for the 


Agency’s operations division; directs the development of goals, objectives and 


policies for design, management and implementation; 


 


 Attends conferences, conventions, and other educational meetings to keep abreast of 


state, regional and national trends in 9-1-1 technology, policies, and procedures.  


 


 Participates in regular scheduled communications status meetings with the Deputy 


Director. 


 


 May participate in Governing Board meetings and provides operational performance 


reports. 


 


 May act-in-capacity for the Deputy Director during their absence. 


 


 May assist with dispatch duties  


 


 Performs other duties as assigned that support the overall objective of the position, 


including occasional schedule changes  


 


 


 


Qualifications 
 


 Knowledge and Skills 


The position requires knowledge of the operation of a computer aided dispatch system; 


thorough knowledge of theory, principles, practices, techniques, and technology in the field 


of emergency communications for a medium sized, multi-jurisdictional public safety 


organization.  Knowledge of policies and procedures of various law, fire, and emergency 


services user agencies as they pertain to emergency communications.  Knowledge of 


regulatory agencies, laws, regulations, and policies that pertain to the public emergency 
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communications agency; principles and practices of public administration for budgeting, 


purchasing, and maintenance of public records; research methods and analysis techniques; 


principles and practices of effective human resource management and supervision.  Requires 


a strong knowledge of effective community and public relations methods and practices; 


Agency personnel policies, labor contract provisions, and training requirements; practices, 


and principles of sound business communication.  


 


 Abilities 


Requires the ability to manage, evaluate, and direct comprehensive emergency 


communications operations and personnel; lead, motivate, and mentor a diverse staff; Define 


issues, analyze problems, evaluate alternatives and develop sound, independent conclusions 


and recommendations in accordance with laws, regulations, rule, and policies.  Organize, set 


priorities and exercise sound independent judgment within areas of responsibility.  Prepare 


clear, concise and comprehensive reports and other written materials.  Exercise sound expert, 


independent judgment with general policy guidelines.  Operate a computer and standard 


business software; present information clearly, logically and persuasively; communicate 


effectively both orally and in writing.  Exercise tact and diplomacy in dealing with sensitive, 


complex and confidential issues and situations.  Establish and maintain effective 


relationships with members of other governmental agencies, community and business 


organizations, employees, the public and others encountered in the course of work.    


 


 Physical Abilities 


Requires light physical effort including frequent lifting and moving of objects up to 10 


pounds, occasional lifting/moving of heavy objects.  Some bending, stooping, reaching and 


pulling are required.  Sufficient visual acuity to recognize letters, numbers, words, dials, 


buttons and other instruments; hand-eye coordination to grasp small objects; auditory ability 


to project voice for a distance of 50 feet are all required.  Ability to sit for long periods of 


time, move about and work in an indoor environment.  


 


 Education, Experience, Special Skills 


Possession of a bachelor’s degree from an accredited college or university with a major in 


Public Administration, Business Administration, Criminal Justice, Emergency Management, 


or closely related field.  Experience of two (2) years full-time or its equivalent, managing, 


supervising, leading dispatch operations in a public safety department or emergency 9-1-1 


communications/dispatch center, which must have included responsibility for overseeing 


personnel, operations, project management, and personnel related situations.   


 


Additional experience of the type noted above for possession of a bachelor’s degree may be 


substituted for the required education on a year-for-year basis to a maximum of four (4) years 


demonstrating a higher degree of operational experience    


 


 


 Licenses and Certificates 


Must possess and maintain a valid California class C driver’s license and a satisfactory 


driving record.   Must also possess Emergency Number Professional (ENP) certification or 


obtain certification within 24 months of employment or promotion.  Must also have current 


Emergency Medical Dispatch (EMD) certification and P.O.S.T Basic Dispatcher certificate.          


 


 Working Conditions 


 
Work is performed indoors where minimal safety considerations exist. Respond to the PSAP 
for major emergencies and be available after hours if needed in an emergency.     







