
 

The University of Texas at El Paso

 

Job Overview 

Job Title  FLSA Status  

Job Code  Creation Date  

Department  Revision Date  

Position Details 

Purpose  
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Responsibilities 
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Demands 
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Note:  The primary accountabilities above are intended to describe the general content of and requirements of this position and 
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities 
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the 
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215, 
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the 
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the 
performance of essential duties and responsibilities of the position. 
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Core Competencies  

Quality of Work 

Knowledge 
Responsiveness 

Accountability 
Customer Services 

Accuracy 
Commitment 

Productivity 

Analytical Thinking 
Prioritization 

Problem Solving 
Completion of Job Assignments 

Works Independently  
Initiative/Proactive

Reliability 

Adaptability 
Trustworthiness 
Dependability 

Supportive 
Integrity 

Attendance

Teamwork 

Collaboration 
Interpersonal Skills 

Networking 
Communication 

Contribution 

Position Specific Competencies 
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Equal Opportunity/Affirmative Action Statement 

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the 
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender 

identity in employment or the provision of services. 


	Untitled

	Job Title: 16344
	FLSA Status: Non-Exempt
	Job Code: Police Communications Manager 
	Creation Date: October 26, 2010
	Department: University Police
	Revision Date: 
	Purpose: To provide supervisory and operational skills in the University Police Department Communications Center. 
	Duties and Responsibilities: Maintains administrative oversight of the police communications center is responsible for the management and planning of all daily operations. Supervision of all telecommunications operators; as well as all computer systems and equipment within the center. Plan, organize, and control communication activities such as radio, telephone, call taking, computer aided, or other dispatch services. Involves: developing and implementing long and short range goals and objectives; establishing policies and methods for effective, efficient emergency communication; developing standard operating procedures and user’s manuals for department equipment. Supervise assigned personnel. Involves: scheduling, assigning, instructing, guiding, checking and evaluating work; arranging for or engaging in employee training and development; enforcing University rules and regulations, standards of conduct, work attendance, and safe work practices; recommending staffing and employee status changes; interviewing applicants and recommending selection. Personally oversees all administrative aspects of the communications section    Provides close supervision and evaluation of staff performances and provides training of all police communications officers. Performs technical and administrative functions to include validating and monitoring the accuracy of all TCIC / NCIC entries; administer bi-annual recertification testing for all police communications officers, police officers.  Maintain the integrity of the departments’ terminal operations monitors and insures police radio transmissions comply with Federal Communications Commission regulations and departmental policies; maintain integrity and accuracy of calls and activities generated into CAD (computer aided dispatch) system.     Responsible for maintaining the storage and integrity of all recorded radio, telephone transmissions; I-COP Video recordings for administrative and criminal proposes.
	Duties and Responsibilities Continued: Conducts research Develop directs telecommunications operations and equipment maintenance. Improvement planning; researching and recommending equipment improvements and modifications; preparing plans, and developing specifications; overseeing equipment installation, arranging for preventive servicing and repair; renewing and modifying required licenses required for communications center. Coordinates with other law enforcement agencies. Acts as the primary liaison with the El Paso County 911 District attending E-911 and other public safety communications related meetings; also is the terminal agency coordinator (TAC) with respects to the Texas Department of Public Safety (DPS) and the Texas Law Enforcement Telecommunications System (TLETS).  Must be available for consultation or troubleshooting problems in the communications center at all hours.  Perform the duties of the police communications operator, as needed.  Provides general assistance and information to staff and public. Must be able to work various shifts as assigned.Knowledge of all Microsoft Office software and able to learn and use institutional software systems.Complies with all State and University policies.Other duties may be assigned.Supervisory Responsibilities: Carries out supervisory responsibilities in accordance with the organization's objectives, policies and applicable laws. 
	fill_3: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.While performing the duties of this job, the employee is frequently required to driving, walking, running, standing, stooping, climbing, crouching, pushing, jumping over, pulling, carrying, reaching above head, lifting, lowering, hand-wrist and elbow motion, grasping, and holding.Eyesight and hearing shall be of sufficient acuity to accomplish the job duties described. Must be in good physical condition, capable of walking and/or standing for long periods of time. Required walking and standing shall be done without the aid of canes, crutches or similar tools.  The employee is occasional required to run, restrain individuals, and may be exposed to physical conflict.
	Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.While performing the duties of this job, the employee is frequently exposed to variable weather conditions and working on any one of three shifts with varying days off and on holidays.  The employee is occasionally exposed to indoor activity and work under hazardous conditions.  The noise level in the work environment is usually moderate.
	Minimum Education Required: High school diploma, vocational school or equivalent.
	Minimum Experience Required: Five years of experience, related to the statement of duties and responsibilities; or        equivalent combination of education and experience. 
	Preferred Education Required: 
	Preferred Experience Required: Knowledge of: principles, methods, and techniques of communication systems data system, Computer Aided Dispatch (CAD) and E-911 systems.
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