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JOB DESCRIPTION














DEPARTMENT/DIVISION


OPERATIONAL COMMAND UNIT


�



POST NUMBER


GENERIC�
�



SECTION


OPERATIONS CENTRE�



POST TITLE


OPERATIONS CENTRE OFFICER


�
�



GRADE


LEVEL I TO III�



DATE


NOVEMBER 2002





�
�









JOB PURPOSE


To perform a variety of tasks within an Operational Command Unit (OCU) Operations Centre, in an efficient yet caring manner that promotes a positive image of the West Midlands Police.


MAIN DUTIES/RESPONSIBILITIES


Core duties and responsibilities


To update and maintain computer systems, eg. ASSURE, PHOENIX etc and undertake the analysis/search of computer and manual files in response to authorised enquiries.


To carry out general administrative and clerical duties including, filing, maintaining and updating books, registers, logs etc, dealing with despatch and correspondence and ensuring sufficient stationery/consumable supplies etc.


To receive, check, record and process forms and reports and complete statistical and other returns as required, eg. Performance indicators and crime summaries.


To send, receive and record telex, facsimile and email messages.


To maintain work stations, office furniture and equipment in clean and efficient order.


To deal with telephone enquiries in respect of the above responsibilities.


To carry out any other duties commensurate with the purpose of the post that may from time to time be determined.











Additional duties


Call Handling


To provide advice and guidance regarding any police matter


To operate and interrogate manual and computer systems, eg. MDIS, ASSURE, PHOENIX, PNC etc., in order to respond to enquiries from authorised persons and/or members if the public


To receive and record details of reported crime and transfer details as appropriate


To assist Police Officers in the investigation of road traffic accidents reported at the station


Visitor Handling


To operate and interrogate manual and computer systems, eg. MDIS, ASSURE, PHOENIX, PNC etc in order to respond to enquiries from members of the public.


To receive and record details of reported crime and transfer details as appropriate


To provide advice and guidance regarding any police matter to personal callers.


To deal with the production of driving documents, record details and when not correct, caution and report offender


To deal with persons reporting on bail, informing the appropriate officer of late entries or failure to attend


To deal with lost and found property, stranded persons and lost and found dogs (including feeding), in accordance with laid down procedure.


To be responsible for the office safe including the issue of petty cash for authorised purposes and the maintenance of records.


To execute warrants, serve summonses, receive monies and issue receipts in the absence of Enforcement Officers.





Resource handling


To receive telephone calls and messages, take appropriate action, including the deployment of operational personnel


To operate and interrogate computer systems, eg. MDIS, ASSURE, PHOENIX, PNC etc., in order to deploy personnel and respond to enquiries from authorised persons.


To maintain communication links with operational personnel at all times, ensuring radio discipline is enforced.


To operate and monitor CCTV surveillance systems and take appropriate action, maintain logs and supply recorded material to authorised personnel.


To arrange specialist services from within the Force and outside bodies as appropriate.








QUALIFICATIONS/EXPERIENCE


To meet the demands of the job you must have:


At least two years experience of dealing with the public and a commitment to customer care


Accurate keyboard skills


Accurate numeracy skills


Experience in handling cash and valuable items


Excellent communication skills


Ability to receive and record information accurately





DESIRABLE REQUIREMENTS


Experience of working with different computer applications


Typing/word processing skills/qualifications





ADDITIONAL REQUIREMENTS


Call handling/Visitor handling


Essential Requirements


Good telephone/communication skills, with enquiring, sympathetic, reassuring approach.


Good interpersonal skills.


Minimum two years previous experience of dealing directly with the public.


Ability to transcribe/accurately record information.


Experience in complying with cash transaction procedures.





DESIRABLE REQUIREMENTS


Experience in handling potentially hostile members of the public without direct supervision.





RESOURCE HANDLING


Essential Requirements


Good radio/telephone communication skills


Ability to assess situations and respond speedily








DESIRABLE REQUIREMENTS


Previous knowledge or Police procedures and/or PNC operations


Familiar with local geography





SUPERVISORY RESPONSIBILITY


None other than assisting new members of staff.





SUPERVISION RECEIVED


Section supervisor/Duty Sergeant





CONTACTS OUTSIDE OWN SECTION


Police Officers and support staff of the West Midlands Police and a wide variety of telephone and personal callers.





SPECIAL CONDITIONS


May be required to work shift patterns including nights and weekends.  May be required to work outside normal working hours including weekends, Bank Holidays and concessionary days.  May be required to work at different police locations.





The Authority reserves the right to vary the duties and responsibilities of staff under conditions prescribed in national agreements.  Thus, it must be appreciated that the above duties may be altered as the future changing needs of the service may require.  In addition, members of staff are liable to serve at any of the Authority's places of employment as may be required.�
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