
2013 
Tiffin Police Communication Technician 

Application 
 

Complete and Return by 12:00 pm, February 1, 2013 
 

- Application for Employment 
- Resume 

 
Applicant to keep 
 

- Advertisement for position 
- Job Description 

 
Testing Information 
 

- Saturday, February 9, 2013 at 9:00am 
- North Central Ohio Educational Service Center 

o 928 W. Market St., Tiffin, Ohio 44883 
- $20.00 (CASH only) non-refundable testing fee 
- Government issued picture ID (Driver’s License, State ID, etc) 
- NO ONE admitted to exam after 9:00 am 

 



 

_______________________________________________________________________ 

Fairness   *   Integrity   *   Respect   *   Service   *   Teamwork 

 

PLEASE POST 
 

City of Tiffin – Police Communication Technician 

 
The City of Tiffin will be giving a test to create an eligibility list for future Police Communication 
Technicians for the Tiffin Police Department. Applications must be obtained at the Tiffin Police 
Department and returned with resume no later than noon, February 1, 2013. There will be a 
non-refundable $20.00 (Cash ONLY) fee due at the time of the test. 

An examination will be given at 9:00 a.m. on Saturday, February 9, 2013, at North Central Ohio 
Educational Service Center, 928 W. Market St., Tiffin, Ohio. No one will be admitted into the 
exam room after 9:00 a.m. A picture ID will be required at the time of testing. The city requests 
advance notification of 5 days to make reasonable accommodations for disabled persons. The 
successful applicant will be required to work shifts, weekends, and holidays 

Summary of qualifications: 1) high school graduate or GED equivalent (Include proof with 
application.); 2) Must be a US citizen and resident of Seneca County or one of the adjacent 
counties within 6 months of hire. 3) Selected applicant must pass physical, written, oral, 
medical, drug testing and background inquiries. Minimum starting pay is $24,918 – $33,196 
DOQ. EOE 

 

TIFFIN POLICE DEPARTMENT 

 

 

51 E. Market St., Tiffin, Ohio 44883 

Phone: 419.447.2323   Fax: 419.448.5417 

www.tiffinohio.gov/tiffinpd 

tiffin.prophoenix.com 

 
Chief of Police 

Fredrick W. Stevens 



JOB DESCRIPTION 

Position: Dispatcher-Administrative Division 
Department: Police Department 
Date: 

Classification: 
Location: 

  

  

   

      

GENERAL PURPOSE  

To assist police officers and fire fighters in providing prompt and efficient services to the 
public. To provide some services and information directly to the public. To coordinate 
emergency services provided by the City of Tiffin. 

SUPERVISION RECEIVED  

Chief of Police, Captain of Police, any Lieutenant of Police or any Sergeant of Police. 

SUPERVISION EXERCISED  

May occasionally supervise a dispatcher in training. 

ESSENTIAL DUTIES AND RESPONSIBILITIES  

Assign calls for service to appropriate police officers by police radio, phone, computer, 
or in person. Dispatch ambulances, fire trucks, and police officers by police cars. 
Answer and conduct business on telephones. Receive complaints by phone, radio, in 
person, or by other means. Record primary information regarding complaints by 
longhand, or typing. Enter and retrieve various information using police computers. Use 
public safety radio to coordinate efforts of various public safety forces. Search female 
prisoners under the authority of a police officer. Make change, accept bond and fine 
money, and give receipts. Issue bicycle licenses. Conduct surveillance of holding 
facility, municipal court, and other areas of the municipal building by CCTV. Conduct 
tests of city wide emergency warning system. Files paperwork, updates and maintains 
certain files kept in the communication center. Assists the public as possible. 

PPRIPHPPAI flIITIPS 

As assigned by the Chief of Police, Captain of Police, any Lieutenant of Police or any 
Sergeant of Police. 

DESIRED MINIMUM QUALIFICATIONS  

Education and Experience: 

(A)Must have graduated from high school or have a GED equivalent. 

Necessary Knowledge, Skills and Abilities: 

(A) Must be able to read, write, and speak the English language; must be able to 
print and write legibly; must be able to type accurately; must be able to use basic 
mathematics. 

(B) Must pass a medical physical exam as prescribed by the City Administrator. 



(C)Must be able to think and react quickly; ability to handle stressful situations; 
must be able to "multi-task". 

(D)Must be able to deal tactfully with members of the public, and with co-workers. 

(E)Must have a clear and articulate voice that can be heard and understood over 
public safety radio and telephone. 

SPECIAL REQUIREMENTS  

Must be a United States Citizen and at least 18 years old. Must have a telephone. 

TOOLS AND EQUIPMENT USED  

Equipment used includes but is not limited to the following; computers, including various 
software programs currently used by the department; typewriter; calculator; two way 
public safety radio equipment; telephones; intercom systems; warning system; misc. 
small office equipment; and other such equipment as may be required to perform the 
functions of a Tiffin Police and Emergency Services Dispatcher. 

PHYSICAL DEMANDS  

Ability to sit for extended periods of time; ability to stand for extended periods of time; 
ability to lift up to 25 pounds. 

WORK ENVIRONMENT  

Tiffin Police Department located in the City Municipal Building, 51 E. Market St. Tiffin, 
Seneca Co., Ohio, 44883, and other places where duties require attendance. 

SELECTION GUIDELINES  

Formal application, rating of education and experience; oral interview and reference 
check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work 
that may be performed. The omission of specific statements of duties does not exclude 

nr them from the position if the work is similar, related 	logical assignment to the - 
position. 

The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the 
employer and requirements of the job change. 

Signature: 	Signature: 	  
Supervisor/Dept. Head 	 Employee 

Effective Date: 	Revision History: 	  





















Background Investigation - Affidavit and Waiver

    I, ______________________________________,  do hereby voluntarily authorize the Tiffin Police

Department to make such inquiries into my background as deemed necessary to determine my suitability

for employment with the Tiffin Police Deptartment.  I understand that the following types of information will

be collected:  employment and educational histories; medical, military, government, insurance, credit and

financial information, motor vehicle records, and all police records;  information about my abilities, family,

character, lifestyle, and organizational memberships;  and information about any current drug use via drug

testing.  Information may be obtained by letter, telephone, and by personal interview with both primary 

and secondary sources.  I authorize any of the persons or organizations contacted to furnish information, 

personal and otherwise, regarding my ability and fitness for employment or appointment with the Tiffin 

Police Dept. and I relieve all such parties from any and all liability for any damage that might result from 

furnishing such information.  I understand that this information is used as one element for appointment 

decisions, and that information received by Tiffin Police Dept. in response to this background examination 

are public records.

This authority is granted on the condition that the information thus obtained is to be kept secure and not 

subject to use for any other purpose other than my suitability for employment with the City of Tiffin, Ohio, 

and that it shall not be released to any other persons except by order of a court of competent jurisdiction, 

as required by public records laws, or at my request.  I authorize the Chief of Police of Tiffin Ohio, or his 

or her designee to make such inquiries.  Any sources contacted in regard to my suitability for employment 

shall be advised of the reason for the inquiry.

__________________________________________________

 (signature)

 Sworn to and subscribed before me this _______ day of ____________________, 20____.

___________________________________________________

Notary Public, State of Ohio

My commission expires _________________

Fairness  Integrity  Respect  Service  Teamwork

Rev. 01/13

mailto:chiefofpohce@tiffinohio.com
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