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MANAGER VI, EMERGENCY COMMUNICATIONS CENTER MANAGEMENT 
 

FLSA Status: Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 
Performs complex technical work planning, directing and implementing emergency communication center operations; does 

related work as required. Work is performed under general supervision. Supervision is exercised over subordinate personnel. 

 

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force frequently 

or constantly to move objects; work requires reaching, fingering, grasping, and repetitive motions; vocal communication is 

required for expressing or exchanging ideas by means of the spoken word, and conveying detailed or important instructions to 

others accurately, loudly, or quickly; hearing is required to perceive information at normal spoken word levels, and to receive 

detailed information through oral communications and/or to make fine distinctions in sound; visual acuity is required for 

preparing and analyzing written or computer data, operation of equipment, determining the accuracy and thoroughness of work, 

and observing general surroundings and activities; the worker is not subject to adverse environmental conditions 

ESSENTIAL FUNCTIONS/TYPICAL TASKS:  

Planning, implementing and directing emergency communications center operations; assisting with recruitment 

and selection; planning and implementing training and conducing performance evaluations on division staff; 

establishing schedules; preparing and implementing center operating procedures. 
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 

from the position if the work is similar, related, or a logical assignment to the position.) 

Leads, manages and plans the operations of the 24/7 Emergency Communications Center (ECC); directs the utilization of agency 

resources and personnel; develops and implements standard operating procedures; assures efficient and effective operations 

through effective, consistent utilization of agency policies and practices; determines work procedures; studies and standardizes 

procedures to improve efficiency and effectiveness of operations; 

Ensure compliance with local, state, and federal regulations; 

Assists with the preparation of the annual agency budget; establishes departmental procedures to assure conformity to fiscal 

objectives; manages various programs to minimize operating expenses; directs or maintains record of expenditures and assures 

compliance with established spending limitations; orders supplies and equipment;  

Initiates recruitment activities to fill position vacancies; participates in the selection process and makes recommendations on 

hiring; reviews subordinate performance; determines efficiency and effectiveness of the worker and makes decisions affecting 

personnel status, such as retention, promotion, and discipline; secures and conducts training in emergency dispatch policies, 

procedures, and processes; oversees the maintenance of staff payroll records; responsible for the proper training, or delegation of 

training, of newly hired employees;  

Attends various administrative, or advisory board meetings; receives, researches and resolves complaints relating to Prince 

George County Emergency Communications Center and participates in problem solving activities and negotiations; represents the 

County as needed concerning issues related to emergency communication operations and service agreements; 

Serves as VCIN/NCIC Terminal Agency Coordinator (TAC); monitors and assures compliance with Virginia Criminal 

Information Network (VCIN) and National Crime Information Center (NCIC) agency agreements; monitors all data input and 

information retrieval activities conforms with established regulations and guidelines; conducts training related to VCIN/NCIC 

operations; 

Oversees all entries and audits by and into VCIN/NCIC; ensures guidelines on entry, maintenance, storage of warrants, capias, 

protective orders, and various other related VCIN/NCIC administrative work; ensures compliance is met on the bi-annual audit 

by Virginia State Police (VSP); 

Maintains and serves as a primary liaison in joint partnership with Fort Lee Army Base; specifically required to communicate 

and/or assist in operational issues involving Fort Lee Emergency Communications Center as it pertains to the integrated computer 

aided dispatch software (CAD), user management, 9-1-1 call handling equipment (CHE), and/or other emergent situations that 

cause interruption or unscheduled downtime to their 24/7 emergency communications operation; 

Classifies and oversees the maintenance of operations records; serves as primary custodian of non-emergency and E-911 phone 

recordings and documentation, also referred to as custodian of records for FOIA related requests; prepares a variety of reports; 

monitors logs, documents, records and information processed by the ECC to assure correctness and accuracy; initiates change as 

needed; 

Plans and schedules equipment maintenance and installation; maintains communications equipment and ensures equipment is in 

proper working condition; keeps abreast of developments and advances in technology by attending technical conferences, 

seminars and workshops and through professional publications; 

Serves as primary administrator for the County’s E-911 call handling equipment (CHE); maintains 24/7 service to include being 

primary contact in the event of interruption to 9-1-1 services; coordinates with CHE vendor on trouble repairs both emergency 

and non-emergency to include during normal business hours and after-hours;  



Serves as a CAD administrator; performs analytical duties, development, operation, administration, and support of the Emergency 

Communication Center’s CAD system; ensures the CAD system functions efficiently and effectively on a 24/7 basis; manages 

projects related to maintaining and enhancing the CAD system to include mapping (GIS) updates and revisions for both Prince 

George County and Fort Lee Army Base; serves as a liaison between county and CAD software vendor to include other various 

public safety software vendors;   

Serves as manager of emergency medical dispatch (EMD) program; ensures compliance with the quality improvement and 

assurance; maintains protocols and procedures from direction of the operational medical director (OMD); stays current with 

evaluation of processes; updates practices in accordance to APCO EMD; 

Coordinates additions, revisions and deletions from the E-911 address database and master service address database (MSAG);  

Acts as the liaison between county and radio vendor and/or radio maintenance personnel; monitors 24/7 operational awareness of 

tower alarms and reports as necessary; ensures compliance with FCC licensing laws to include maintaining FCC license 

renewals; 

Serves as a point of contact for the County’s automated fire dispatching system; updates the fire alerting system as needed; 

ensures 24/7 operational status; monitors alarms; problem solves and coordinates with vendor as needed; 

Participates in emergency response operations as required in a declared emergency by County officials; completes required NIMS 

training as a condition of employment;  

May perform shift emergency communications duties as needed; receives and coordinates law enforcement, fire, ems, and other 

emergency assistance requests for the County; relays instructions to radio units concerned; 

Performs other related duties as required. 

KNOWLEDGE, SKILLS AND ABILITIES:  
Comprehensive knowledge of the methods of operating the communications system; comprehensive knowledge of radio and 

teletype procedures; thorough knowledge of the geography of the County and towns and location of important buildings; general 

knowledge of word processing programs including keyboarding skills; ability to operate standard office, personal computer and 

related equipment; ability to speak distinctly; ability to operate all communications equipment; ability to solve problems within 

scope of responsibility; ability to deal courteously with the general public under stressful conditions; ability to plan and supervise 

the work of subordinates; ability to establish and maintain effective working relationships with associates and the general public.  

EDUCATION AND EXPERIENCE:  
Any combination of education and experience equivalent to graduation from high school supplemented by specialized 

telecommunications training and extensive experience as a Communications Officer including considerable supervisory 

experience. 

SPECIAL REQUIREMENTS:  
DCJS Dispatcher Certification, Cardiopulmonary Resuscitation (CPR), Emergency Medical Dispatch (EMD), Emergency 

Medical Dispatch Manager Certification , VCIN/NCIC certification, VCIN/NCIC Terminal Agency Coordinator (TAC) training, 

Certified Training Officer (CTO)  

 


