
• Compensation information.

• Status under the Fair Labor Standards Act (exempt, non-exempt).

• Purpose of position.

• Narrative description of the position. List of essential duties and responsibilities in order of
importance and distinguished as essential (include frequency, extent of authority, and inde-
pendent judgment). ·

• List of non-essential duties and responsibilities and distinguished as non-essential.

• Other duties that may be required or assigned. (These will be marginal duties.)

• Minimum requirements for satisfactory performance—detailed knowledge and skill, and physical
and mental ability requirements. Include any tests or certifications required.

• Preferred qualifications for the position.

• Extent of authority and reporting relationships.

• Features of working conditions (e.g., unusual work hours, environmental conditions, etc.)

• Equipment and machinery used.

• Date of review.

• How to apply.

The position description should be reviewed carefully to ensure that the content is directly relevant
to the position and isn’t discriminatory under such laws as the ADA. For example, task statements
should describe what the tasks are and not how they are customarily performed. Minimum qualifi-
cations should include detailed statements on knowledge and skills required.

How long has it been since you reviewed your position description? To withstand possible legal
challenge, position descriptions should be reviewed on a regular basis and updated or rewritten as
necessary. A timely reminder to review position descriptions might be the annual performance
review of a supervisor or deputy director.

RECRUITING CANDIDATES
Earlier we talked about a hiring crisis, this information came from two sources: 1) Inc. magazine 
and 2) Comm  Center surveys. We are in competition for good people. How are we doing? In 
some areas, very well due to publicity, high pay, good work conditions. In others, pretty sad. How 
does this profession look to the intelligent, average good citizen who wants a good career? Are you 
doing any marketing or active recruiting where the exceptional candidates are? Do you have college 
programs that offer training so you can increase the number of educated people to choose from?Are 
we selling our profession as desirable?
Qualified candidates can be recruited in a variety of creative ways and places. I recall an agency
bemoaning the fact they received 300 applications for one job. That’s wonderful, more to choose
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from! I also worked with an agency that had 5 applicants. Yikes! The key is in the position
announcement and the recruiting done. Look or post in these areas:

Job Fairs • Colleges • Medical Facilities • Fire Departments • Police Departments
Reserve Programs • Other Agencies • Newsletters • Magazines • State Employment Agencies

Private Employment Agencies • Radio or TV Announcements

Recruiting Team
To be able to get the word out, attend job fairs. Target the right audience by putting together a
“sales force. ” I know many police departments that have one person dedicated to recruiting. Your
recruiting position could be permanent or temporary and could be an opportunity for someone
looking for something creative to do. Their responsibility is to focus on reaching out, selling the
job, and getting people signed up. If you really cannot attract candidates you need this person
working at recruiting. Your recruiter may be responsible for a web site.

Selling the Profession
You often hear, “I want to be a police officer when I grow up.” How about, “I want to be a
911 operator when I grow up”? The media is your friend—or could be. Every communications
agency should have a public relations officer to ensure every “save” results in good press. Your 
community should know your emergency telecommunicators as part of the public safety team.
One thing we are doing wrong is putting the work up as difficult, dangerous and elitist. Then
we wonder why we cannot attract anyone to apply. You all come and fail now! 

While on vacation we stopped at a small cafe in the middle of nowhere. I glanced through the
newspaper and spotted an article. It had a picture of a young man holding up a book, but some-
thing else was familiar. He was wearing a headset and a uniform. The article was about the book
he wrote, not related to his work, but he was sitting at his job—911! What a great way to attract
people to the field. 

A Pool of Trained and Evaluated Candidates Ready and Waiting
How can this be? Is it a dream come true? No, it’s college vocational training. If you don’t have
college training for emergency communications in your area—what are you waiting for? What
better place to recruit than a class full of trained and evaluated hopefuls—who incidentally have
been brainwashed to show up every day on time and ready to work.

The process of starting college training is effortless. Call the local vocational or community college
and ask them how you can get a new job training course going. And forget anything negative you
have heard about students in college programs. Most college programs turn out a variety of levels
of competence, some fit your needs, some do not—similar to criminal justice training.
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