
 

 
 
 

CITY OF BERKLEY, MICHIGAN 
3338 Coolidge Hwy 
Berkley, MI 48072 

EMPLOYMENT OPPORTUNITY 
 

PUBLIC SAFETY SERVICE AIDE - PUBLIC SAFETY DEPARTMENT 
Temporary Full Time positon 

 
the City of Berkley Public Safety Department is accepting applications for a full 
time, temporary Public Safety Service Aide (Dispatcher). The incumbents will be 
responsible for receiving and dispatching emergency calls, collecting and 
entering information from the LEIN system and providing a wide variety of 
administrative and clerical tasks as well as interacting with wide range of law 
enforcement and public safety agencies. 
 
Qualified applicants will have a high school diploma or equivalent supplemented 
by vocational training in computer software and database usage, ability to 
acquire LEIN certification as a condition of hire, good knowledge of the laws, 
regulations and policies governing police department functions and other public 
safety processes.  One year of experience as a dispatcher, preferably in a public 
safety setting is desirable, but not required. 
 
Applications, available on the City’s website at www.berkleymich.org,  must be 
submitted for consideration.  Send a completed employment application, resume, 
cover letter and three professional references by email to dslove@berkleymich.net 
 
 

Submission deadline:  Open until filled 
 
 
 

The City of Berkley is an Equal Opportunity Employer 
 

http://www.berkleymich.org/


 

CITY OF BERKLEY 
JOB DESCRIPTION 

 

PUBLIC SAFETY SERVICE AIDE 
 

Supervised By: Public Safety Lieutenant or Sergeant 
Supervises: No supervisory responsibility 
 
 
General Summary: 
Under the supervision of the Lieutenant or other shift commander, receives and 
dispatches emergency calls.  Collects and enters information from the LEIN system, 
performs a wide variety of administrative and clerical tasks, and interacts 
effectively with a wide range of public safety agencies. 
 
Essential Job Functions: 
An employee in this position may be called upon to perform any or all of the following essential functions.  
These examples do not include all of the duties which the employee may be expected to perform.  To perform 
this job successfully, an individual must be able to perform each essential function satisfactorily. 
 
1. Receives, processes and prioritizes all incoming calls and emergencies in the 

designated service area, and occasionally beyond.  Responds to inquiries as 
appropriate. 

 
2. Dispatches fire, ambulance, police, animal control and public works to 

emergency and non-emergency calls for assistance. 
 
3. Utilizes the Michigan Law Enforcement Information Network (LEIN).  Makes 

inquiries and enters and removes warrants, personal protection orders, and 
conditions of bond and other information. 

 
4. Checks LEIN system for criminal records and relays applicable information to 

other agencies. 
 
5. Contacts other police agencies in regard to warrants and other matters. 
 
6. Inputs UCR and MICR data for federal and state reporting, following 

prescribed processes. 
 
7. Enters impounded and abandoned vehicles in the system or releases them, 

as appropriate.  
 
8. Issues parking permits, prepares and provides copies of accident reports, 

and assists citizens at the front desk. 
 
9. Testifies in court related to calls received, as required. 
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10. Provides first responder medical assistance by telephone, by coordinating 
life saving techniques. 

 
11. May have responsibility for conducting prisoner searches. 
 
12. Performs related work as required. 
 
 
Required Knowledge, Skills, Abilities and Minimum Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications 
necessary to perform the essential functions of the position.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the job. 
 
Requirements include the following: 
 
• A high school diploma or equivalent supplemented by vocational training in 

computer software and database usage. 
 
• One year of experience as a dispatcher, preferably in a public safety setting 

. 
 
• Ability to acquire LEIN certification as a condition of hire. 
 
• Thorough knowledge of modern office procedures and practices, and skill in 

application. 
 
• Ability to work a seven-day, 24-hour/day operational schedule. 
 
• Good knowledge of the laws, regulations and policies governing police 

department functions and other public safety processes. 
 
• Skill in the operation of standard office equipment including computers and 

related word processing, spreadsheet and database applications. 
 
• Ability to establish effective working relationships and use good judgment, 

initiative and resourcefulness when dealing with the public and other 
department and County employees. 

 
• Ability to type and enter data rapidly and accurately. 
 
• Ability to understand and follow complex oral and written instructions. 
 
• Ability to assemble data and prepare accurate records and reports. 
 
• Ability to effectively communicate and present ideas and concepts orally 

and in writing. 
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• Ability to work effectively under stress, emergency situations, and changes in 
work priorities. 

 
Physical Demands and Work Environment: 
The physical demands and work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of the 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 regularly required to hear, 
and orally communicate with others in person, on the phone and by radio.  The 
employee is frequently required to sit for extended periods at a computer terminal, 
use fingers to enter and retrieve data, and generate reports.  The employee is 
regularly required to view and create written documents.   
 
While performing the duties of this job, the employee regularly works in a business 
office setting.  The noise level in the work environment is sometimes quiet, but may 
become loud. 
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