
City of Selma Employment Opportunity  

 

PUBLIC SAFETY DISPATCHER  

  

SALARY RANGE:   $3,205.00 to 3,896.00 per month               

  

FINAL FILING DATE:   Continuous Recruitment 

  

THE JOB:   

Under general supervision, to receive and transmit routine and emergency radio voice messages; to 

dispatch required public safety equipment; to perform a variety of specialized clerical and typing work 

and to do related work as required.  Receives and transmits incoming telephone and radio voice and 

alarm signals; secures and records information as to exact location of emergency and dispatches 

necessary equipment in accordance with predetermined plans or as directed; maintains a daily log of 

emergency calls or alarms received and transmitted; performs a variety of counter and receptionist 

duties involving extensive public contact; prepares reports, documents and records; receives and 

transmits teletype messages and inquiries; processes warrants and monitors warrant files; operates a 

variety of office machines; does related work as required on a full-time basis, working rotating shifts, 

holidays, and weekends. 

  

DESIRABLE QUALIFICATIONS:   

Knowledge of location of major streets, public places and landmarks in the city limits; modern office 

methods, equipment and procedures; general knowledge of telephone and radio operations and 

techniques; correct English usage, spelling, punctuation and grammar.  

Ability to keep accurate records neatly and legibly; think clearly, quickly and exercise good judgment in 

emergency situations; speak and enunciate clearly; operate radio and telephone equipment; 

understand and carry out oral and written instructions, understand and speak the Spanish language, 

deal courteously, effectively, and cooperatively with the public.   

  

REQUIREMENTS:      

1) High School Diploma or equivalent;   

2) Possession of valid Class C California Motor Vehicle Operators License;   3)  A 

minimum of two years clerical experience with extensive public contact; 4)  Must be able 
to type at a corrected rate of 40 words per minute.  

  

PHYSICAL REQUIREMENTS:   

Physical activities of the job include lifting, carrying or pulling up to 25 pounds, sitting for prolonged 

periods, standing at counter or copier for prolonged periods. The physical demands described here are 

representative of those that must be met to successfully perform the essential functions of the job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  

   

TRAINING AND EXPERIENCE:   

Any combination of training and experience, which would provide the desired knowledge and abilities, 

along with the required experience, is qualifying.   

  

EXAMINATION PROCESS:   

Applications will be evaluated and applicants who appear to be most qualified in terms of experience 

and training will be invited to begin a series of job-related examinations which will include written (POST 

Entry-Level Dispatcher Test) and practical exams (typing) and oral interviews designed to test 

applicant’s for knowledge and abilities required to perform the duties and responsibilities of the job.  

Each examination must be passed before proceeding to the next phase of the process.  A background 

investigation including a fingerprint check of the final candidate will be conducted.  A medical 

examination including a drug/alcohol screen and a psychological examination will be required after a 

conditional offer of employment has been made.   

  
Every male who is a United States citizen and is at least 18 years old, but not yet attained the age of 26 years old, who receives 

a conditional offer of full time employment with the City of Selma, shall be required to be registered with the Federal Selective 

Service System as a condition to employment.  Such individuals shall be informed that they will not be employed unless 

registration can be verified by the Personnel office.  

  

APPLY AT:    Application forms may be obtained from Selma City Hall, 1710 Tucker St., Selma, CA 

93662 (559) 8912200 or at www.cityofselma.com and must be filed at Selma City Hall by the final 

filing date as stated above.  (Postmarks NOT accepted) EOE  

http://www.cityofselma.com/
http://www.cityofselma.com/


  
The job description does not constitute an employment agreement between the employer and employee and is subject to change by the 

employer as the needs of the employer and requirements of the job change.  

--------------------------------------------------------------------------  
The City of Selma will require proof of U. S. Citizenship, alien registration or authorization to work in the United States at the time of 

appointment.  
  


