
MORGAN COUNTY POSITION DESCRIPTION 
 
 
TITLE:   Communications Tech   GRADE:   5 

DEPARTMENT: Communications Center DIVISION: Public Safety 

EXEMPT/NON-EXEMPT: Non-exempt REVISED: May 1, 2006 

 
GENERAL STATEMENT OF DUTIES: 
 
Responsible for receiving all calls to the Communications Center, analyzing the calls, and 
determining the appropriate need for response.  He/She notifies county law enforcement, fire, 
and/or ambulance personnel of requests for service and follows through on all responses. 
 
 
ESSENTIAL JOB FUNCTIONS: 

 Receives and analyzes 911 calls. 
 
 Receives and analyzes emergency telephone calls. 
 
 Performs radio dispatch and monitoring of public safety personnel. 
 
 Keeps accurate records for all calls. 
 
 Communicates all appropriate information. 
 
 Checks security of Center. 
 
 Briefs relief personnel properly of current situations; status of all of on duty personnel; and 
 locations and status of emergency response equipment. 
 
 Monitors status of all center equipment.  Reports all need for maintenance or repair to the 
 technical staff. 
 
 Monitors supplies used by Center staff and informs Director or designee of needs. 
 
 Keeps work area neat, organized, and well supplied. 
 
 
SUPERVISION RECEIVED: 
 
Reports directly to the Director of Communications or his/her designee. 
 



 
ESSENTIAL JOB SKILLS: 

 Ability to keyboard at the speed of 35 words per minute. 
 
 Ability to pass specific oral and written exams. 
 
 Ability to speak clearly and distinctly. 
 
 Ability to remain calm, think clearly, and react swiftly in an emergency. 
 
 Working knowledge of the geography of Morgan County and the surrounding area which is 

covered by the agencies served. 
 
 Familiar with all equipment and operations of the Center. 
 
 Ability to work with other staff members of the Center. 
 
 Willingness to work rotating shifts. 
 
 Willingness to attend workshops, seminars or training functions to advance his/her skills and 

knowledge. 
 
 Complete background check will be conducted. 

 
 Other duties as assigned. 
 
 
EDUCATION: 
High school graduate or GED equivalent. 
 
 
EXPERIENCE: 
 Ability to read and write English at a twelfth grade level. 
 
 
 Minimum of 18 years of age. 
 
 
WORK ENVIRONMENT: 
Work is generally confined to a standard office environment. 
 
 
PHYSICAL DEMANDS: 
The following are some of the physical demands commonly associated with this position. 
 



 VISION - Individual must be able to read handwritten or printed material, and read from a 
computer monitor. 

 
 HEARING - Individual must possess average hearing ability.  The noise level in the work 

environment is usually moderate. 
 
 LIFTING - Must be able to lift, carry, push or pull a minimum of 25 pounds. 
 
 MOBILITY - Spends 40% of the time sitting, 40% standing, and 20% walking while operating 

in the office.  Occasionally* stoops, kneels, balances, reaches, crawls, and crouches while 
performing manual office duties. 

 
 DEXTERITY - Frequent* use of eye, hand, and finger coordination enabling the use of 

automated office machinery. 
 
 COMMUNICATION - Individual must be able to clearly understand the English language and 

be understood while speaking the English language. 
 
 DRIVING - Individual must be able to operate a motor vehicle and possess a valid drivers 

license. 
 
*Occasionally:  Activity exists less than 1/3 of the time. 
*Frequently:  Activity exists between 1/3 and 2/3 of the time. 
*Constantly:  Activity exists more than 2/3 of the time. 
 

 
Employee Signature: Date: 

 
Human Resources: Date: 

 
 
 



Morgan County 
VACANCY ANNOUNCEMENT 

 
 

 
  POSITION: COMMUNICATION TECHNICIAN 
 
  DEPARTMENT: COMMUNICATION CENTER 
 
 
 
Application Requirements: 
 
Please submit FULLY COMPLETED application, letters of reference, or any transcripts of 
college coursework that is applicable.  You may attach any information that may enhance your 
application.  Direct all material and correspondence to: 
 

Fort Morgan Workforce Center 
411 Main Street, Suite 200 
Fort Morgan, CO  80701 

 
 
SALARY: $2,387.00 per month 
 
 
VACANCY CLOSING DATE:    Open Until Filled 
 
 
APPROXIMATE STARTING DATE: May 20, 2011 
 
 
Please refer to job description for duties and qualification summary and other important 
information. 
 
 
 
Morgan County is an Equal Opportunity Employer.  We consider applicants for all positions 
without regard to race, color, religion, creed, gender, national origin, age, disability, marital 
status, political affiliation, or any other legally protected status. 
 
 
 



Morgan County Government seeks a full-time Communications Technician in the Communication Center.  
Applications may be obtained at the Fort Morgan Workforce Center, 411 Main St., Fort Morgan, CO, or visiting our 
web site at www.co.morgan.co.us or calling (970) 542-3537.  Open until filled. 
 
PUBLICATIONS: Fort Morgan Times April 28, 30, 2011; May 2, 2011 
 
    Brush News Tribune May 4, 2011 
 
 
 

http://www.co.morgan.co.us/

