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iploymen t Opportunity

Town of Sanford, Maine 04073

Anticipated Public Safety Dispatcher
The Town of Sanford is accepting applications for the anticipated position a full-time
Public Safety Dispatcher with the Sanford Police Department.

The successful applicant will be responsible for the operation of communication
equipment. The successful applicant will also be responsible for receiving and
transmitting routine and emergency requests for law enforcement, fire, rescue and/or
emergency assistance in a coordinated and calm manner; to monitor public safety
frequencies and to operate complex teletype and video terminals for automated
information retrieval.

Applicants must have a high school diploma or equivalent. Applicants who are E-911
and EMD certified are preferred. Selected candidates will have to pass a multiple-step
screening process.

The Town of Sanford offers a competitive salary and an environment conducive to
personal growth.

Applications will remain on file for a period of six months form the deadline stated
below; September 3. Applications will be considered for Public Safety Dispatcher
should a position become available.

Application and instruction packets may be obtained from the Human Resources
Department or online @ www.sanfordmaine.org under the Employment Opportunities
icon.

Applications will be reviewed as received.
Applications and Resumes may be sent to:
Missy Flayhan, Director
Human Resources Department
Town of Sanford, Maine
919 Main Street
Sanford, Maine 04073
Internal Post: August 5, 2010
External Post: August 12,2010
Deadline: 5:00 p.m., Friday, September 3", 2010.
The Town of Sanford is an equal opportunity empioyer.



Town of Sanford, Maine
917 Main Street, Suite 100
Sanford, ME 04873

(207) 324-3644 FAX (207) 324-9139

August 5, 2010

Dear Dispatch Applicant:

This letter of introduction accompanies your application for Public Safety Dispatcher with
the Town of Sanford Police Department. We encourage you to read the application
carefully, Omissions and/or errors may disqualify you from the process.

The hiring process consists of the following components:

Alert Test - Next Test, August 18, 2010
Oral board

Background investigation

Chief’s interview

You must successfully complete each component to continue on in the process.
Candidates who are then presented with conditional offers of empioyment must
successfully pass a polygraph exam, psychological test and physical.  Successful
applicants are then extended final job offers. New dispatchers serve a probationary
period of one year.

Any questions should be directed to the Personnel Department, 324-9106.

Sincerely,
Missy Flayh

Human Resource Diréctor

TPC:gm



2010 ALERT TESTS

A COPY OF YOUR ALERT TEST SCORE MUST ACCOMPANY YOUR APPLICATION
UNLESS OTHER ARRANGEMENTS ARE MADE WITH THE TOWN OF SANFORD’S HUMAN RESOURCES DEPARTMENT
(DATES MAY CONFLICT WITH APPLICATION PROCESS)

APPLICATION INSTRUCYIONS FOR ALERT TEST

The initial step in the Town of Sanford hiring process is passing the Maine Criminal Justice Acaderny
ALERT Test. Should you have previously taken the ALERT Test, you must submit 2 copy of your test
results, atong with your completed application.

For applicants who have not previously taken the ALERT Test, please read instructions below.
What is the ALERT Examination?

The ALERT Examination is a reading comprehension and writing skills test. It is used to ensure
that applicants to the Law Enforcement Pre-Service and the Basic Law Enforcement Training
Program have the requisite reading and writing skills to complete the pregrams and function as
a law enforcement officer,

Where can | go ko find stUdy material for the ALERT EXAM? There are two websites that may help you
prepare: http://www.nost.ca.gov/selection/ poWrittenPracticeTest, pdf )
hetp: / fveerws, testprepreview. com/saf,_practice.htm

Where is the Alert Test administered other than at the Academy?
ME CRIMINAL JUSTICE ACADEMY SETE:

The ALERT Examination is offered at the Maine Criminal Justice Academy in Vassatboro on the
15t and 3rd Wednesday of each month. To make an appointment to take the exam, please call
at 207.877.8000. Applicants must bring with them a government issued picture identification
such as a driver’s license and a check for 540.00 made payable to “Trensurer - State of Maine”.
Applicants shoutd arrive at 8:15 a.m., 15 minutes prior to the start of the exam at 8:30 a.m.
Anyone artiving after the exam has started will be asked to reschedute. No electronic devices
such as cell phones or cameras will be allowed tn the testing room. Please tock these devices in
your vehicle before entering the building. .

2010 OFF-SITE.ALERT TEST

The ALERT tests are administerad once a month off site from the Maine Criminal Justice Academy. For
calendar year 2010 the off-site location will be the Westbrook Police Department, 570 Main Street,
Westhrook, ME 04092-4114, 207.854.0644. For directions, please visit www.westbrookmaine.com.

Alart Test dates for 2010 Lo be held at the Westbrook Police Department are:
« January 20
« February 17
¢ March 17

¢ Aprit 21



s+ May 19 - Cancelled (MCIA baing heid as scheduled) 3.22.10

¢ June 16
e July 21
¢ August 18

« September 15
¢«  October 20
»  November 17

¢« December 15

The test will start prompity at 1:00 p.m., so please arrive by 12:30 pun. Anyone arriving after the
exam has started will be asked to rescheduls. No electronic devices such as cell phones or cameras
. will be allowed in the resting room.

should you plan to take the test, please call the Academy and register so they have a head count,
Applicants must bring with them a government issued picture identification such as a driver’s license
and a check for $40.00 made payable to “Treasurer - State of Maine”. To register for the Alert Test
off-site, please call James Birt at 207.877.8020. '



TOWN OF SANFORD,MAINE
JOB DESCRIPTION

DEPARTMENT _ Police Department
JOB CLASSIFICATION Dispatcher

REPORTS TG: Shift Supervisor; Dispatch Supervisor

NATURE OF WORK

This is a responsible data entry and technical position.

An emp]oyce of this class 1s responsible for operation of communication
sent such as telephone Tines and computers and receiving incowing calls for

aqldng
L
assistance and dw:pauchﬁﬂg personnel and equipment to scenes of emergencies.

u
S

Werk 1s reviewed based upon results achieved.

DUTIES AND RESPONSIBILITIES
(ITTustrative only)

1. Comunicates effectively the needs of the public on the telephone.

2. Questions callers to determine the nature of the problem and determines the type
and number of personnel/equipment needed; by following established guidelines.

3. Handles radio transmissions from public safely personnel.
4. Enters data into computer system by operating a computer keyboard.

5. Monitors municipal alarm system signals that indicate location of fire or other
emergency.

6. Provides, when requested, information concerning the Town including street and
road locations. :

7. Reports all 1ncwdents conditions, and oceurrences to officers on patrol.

8.  Provides, as appropriate, pre-arrival instructions to caller, utilizing know]edge
of emergency medical techniques.
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JOB DESCRIPTION CONTINUED

JOB CLASSIFICATION Dispatcher

9. Analyzes situations objectively, in order to determine proper course of action
according to law, departmental policy and common sense.

10. Participates in on-going training as reqguired.
11. Foliows the chain of command.
12. Performs work as required, by Supervisors, Staff, and Chief of Police.

13, Performs other work as may be required.

REQUIREMENTS OF WORK

Deals courteously and effectively with the public.. - -

Deals courteously and effectively with the media.

Hand]es mq1t1p1e tasks 1nvo]vihg routine ahd'emefgency.situationé.
Inputs and retrieves computer data.

Has extensive knbwledge of 911 emergenty communication network.
Handles confidential information.

Communicates effectively using radio and telephone during routine and emergency
ituations.

m:-d_cr\?;i%-i&w_t\bt——x

8. Able to work for a period up to eight hours in confined area with primary
physical position of sitting.

9. May be required to use other equipment to complete necessary job functions.
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JOB DESCRIPTION CONTINUED

JOB CLASSIFICATION Dispatcher

TRAINING & EXPERIENCE -

1. Must possess a High School Diploma or a GED.

2. Hust have satisfactorily passed, or pass prior te hiring date. the Maine Criminal
Justice Academy ALERT Test. '

NECESSARY SPECIAL REQUIREMENTS

~Hust not have any felony criminal convictions, ext nsive misdemeanor/trarfic
infraction convictions, or conviction of any theft or sex related crimes.

Adopted On: 10/5/93
Revised On: 9/9/97
4/6/99
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TOWN OF SANFORDY, MAINE
Eumsn Resources Department
919 Main Street
Sanford, ME 04073
(207) 608-4175 or (207) 68854174

APPLICATION ROR EMPLOYMENT

The TOWN OF SANFORD, MAINE is an Egual Oppormmnym_p!oyer W do nof unlmwfully
discpiminnte against oy applicant on vhe basis of race, color, religion, sex, natfonal ovigin, oge, sexual
orieniogion, dis czbtiuy or any other category protected by federal, state or focal law.

(Pieass Print a Hestloms
Posftion(s) applied fon
Referral Source: Advertisement or __ Employes or ___ Employment Board at Town II.aH
_ (Other and source:
Namre:: . .
Last First Middle
- Address : :
Strest City . State Zip Code
Home Telephione: ( ) ____ - ' Celluler Telephone: () -
Socal Sé:pm:itjw TWumbar: - - e-mail
I employed and you are under 18, can you furnish a work pertafi? : _Yes __MNo
Have you submitted an application to us before? | __Yes _ No-
Ifyes, give data/positian:
Have you sv.er worked for us before? ' __Yes __ Me
If yes, give reason(s) for leaving:

Can you ﬁrovide proof that you are legally autkorized fo work in the United States? __Yes __No
Areyou capable of safisfactorily performing the essential job duties of the position you

ars spplying for, With or without reasonable accommodation? _Yeg __ Mo
O what date wauld you bs available 1o start work?
Areyon avallabie towork: _ Tuiltime  Parttime _ Shift Work ___ Temporary Overiims?

Are you on & lay-off or subject to recall? Yes Ne



-Can you travebif the job requires it? - ==

Da vou have access to iransportation? Vo Mo
PERSONAL REFERENCES
Please Hsl at least thres persons who know you well — not previous smployers or relatives.
Name Address and Telephone QOccupation Years
Number Acquainted
Tyoe of Schoot HNams/ Address Subjects Dnd vou DMumbsr of
Studied / Graduate?/ Years
Academic . Tyne of Attended
Honors Depree ‘
High School
College

Graduate School:

TechmcaI/Trade
School

(Other

You mey include subjects of special study, research work, special traiing skills, or gualifications which
you believe-may be helpful to us in considering your application (e.g, paid experience ag/performing:
administrative assistant, cabls harnessing, clerical, customer service, date entry, PC Board Assembly,
electrical engineering, electro-mechanical assembly, machine operator, mechanical engineering, plastic
assembly, quality control, shipping & receiving, raceptionist, soldering, warehouse)

3




Please list the names of your, present and previous employers, starting with your present/most racesit

employmant. You should include ioformation aboul verifiable work performed on a-volunteer basis and

military service. De sure to account for 4l periods of tims, including any periods of unemployment. Use

additional pages if nesded.

Employer Telephone Dates Employed | Wosrk Performed
( From To
Address
Tob Title -
Howly Rate / Salary
Ruparvisor Starting Fiual

Feason for Eeaving

May we contast your current emplover?

L)

lE[‘ﬂpEDE’&Y Teleplione Work Parformed
(_J
Address
Job Title
: Fourly Rate / Salary
Supervisor Starting | - Final
Reason for Leaving
Employer Telephone Dates Employed Work Performed
B ( 3 From To
Address
Teb Title
‘ Houwrly Rate / Salary
Supervisor Starting Final
Reason for Leaving J
Employer Telephone Dates Employed Work Performed
{ ) From To
Address
Job Title
Houriy Rate / Salary
Supervisor Starting Final
Reason for Leaving
Ars vou employed now? __Yes __No
Yes o (If no, please explain on reverse.}



Do vou have any coninitments to another stployer, which might affect vour employment with us?

" Yes. (if Yes, pleese explain on reverse.) Mo
Have you cver been terminated or asked (o resign from any job?

No

[

Yes. (If Yes, please explain on reverse.)

Please explain any gaps in your employment history

Ale with the Comm
erelil pelosive o pricy arFesis, o
: oty ey amewer "o’ 7 3
reiaiive i prior arvests or criminal cours oppearances and adjudicalion i alf coses of defing
& el i meed of servicas which Jid ot resull In o complaint rengierred fo

criminal prosecution. A conviction vecord is not necessarily a bar :c'employmefzz‘, Factors suck as oge
ot the thme of the offense, seriousness and pature of the violation, and rehabilitation will be tuken info

aAccamil,

if Probotion moy

[ et appecromces oF

2

HCY OF GF

the Superior Cour jor

{,  Have you ever been convicted of a felony? ‘ ~ Yes No
2, Have you been convicted of & inisdemeanor during the past five years (other than a speeding,
minor traffic violation, affray or disturbing the peace)?
' ‘ Yes No
3. Have you complsfed & peried of incarceration within the past S yests for any misdemsanor (other

than a first comviction for any of the following misdemeanors: speeding, minor raffic viclation,
affray or disturbing the peace)? '

4. Ifthe anewer to any of the above questions Is “yes,” please state whether you were convicted
more than 5 years ago for any offense {other than & speeding, minecr ‘ratfic violations, affray or

disturbing the peace).
_ Yes Mo

If you answered “yes” to any of the questions st forth above, please provide the details {date, city of
town, namre of offense, and disposition):

=



SIGNATURE
(Plecise read the following carefilly and then sign below)

1 hereby declare that the information provided by me In this Application for Employment (and in any
accompanying resume) Is true, correct aud complete fo the best of my knowledge. T authorize the TOWN
OF SANFORD, MAINE (or its designee) to investigate my past and present employment, education and

- acfivities snd verify all data provided by me on this application, on related papers and in interviews. I
authorize all individuals, schools and/or firms named herein (except my current employer, If so noted) to
provide any information requested abgut me. [ release from all liability any persons, companies, .
corporations or educationsl institutions supplying such information. I release the TOWN OF SANFORD,
MAINE {or its designee) fram any and all liability resulting from the verifisation of such information, [
anderstand that any faise statement or material omission on this applicetion, or on any supporting
Socuments, shall be rounds for non-hire or dischargs, regardiess of witen (iscovered by the TOWNOF
SANEORT, MATNE.

]
AL

Giat this employment application, or the granting of an imierview, does wol

I undergtand €
represent a condract of emplo; i
SANFORD, MAINE. I further understand that there is no guarantee thet the TOWN OF
SANFORE, MAINE will be able o place me with one of it olewts. IF I am hived by the.
TOWH OF SANFORD, MANE, T understand that nty status will be that of an employee-
at-will, meaning that I will bave no contractaal right, express or tmplied {o remsain in he
TOWN OF SANFORD, MAINE's empioy, I further understand that, if I am hired, my
employmert can be terminated, with or without cause aund with or without notice at any
Hime, at the option of the TOWN OF SANFORD, MAINE or me. Motwithstanding the
foregeing, the. terms of any collective bargaining agreement will apply to any applicant
~ hived $o worl fn 2 position subject to a collective bargaining agreements ¥ afso understand
that no representative of the TOWN OF SANFGRD, MAINE has the sutharity to exter nfo
any oral apreement for empicyment for a specified period of time or {0 maks an oral
agreesaent contrary to the fovegolng :

re benefiis by the TOWN OF

Tunderstand fhat_if I am offersd employment atthe TOWN OF SANFORD, MAINE, 1 will be raquired to
provide evidence of my identity and authorization for employment in the United States. .

~ T understand that the TOWN OF SANFORD, MAINE may réquira a physical examination and/or drog
and alcohol screening as a condition of employment and at any time during oy employment to the
extent permitted by law.

I understand that if T am hired by the TOWN OF SANFORD, MAINE and my employment subsequently
ends, the TOWN OF SANEFORD, MAINE may provide information about my empioyment {o persons in
response to job reference requests, and Thereby consent to such disclosures.

MY SIGNATURE BELOW ATTESTS TO THE FACT THAT I HAVE READ,
UNDERSTAND, AND AGREE TO BE LEGALLY BOUND BY ALL OF THE ABOVE
TERMS.

Signature of Applicant - Date

L



