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Lovell Police Department





142 East 3rd Street ( Lovell, Wyoming 82431





(307) 548-2215 ( lovellpolice.com 

Dear Applicant,

Thank you for your interest in a position with the Lovell Police Department. We are currently seeking quality applicants for the position of dispatcher. If you are interested in applying for our current opening, please carefully complete the enclosed application. 

The members of the Lovell Police Department are committed to providing the best police services possible to the community by working together as a team. The department works with the community to improve the quality of life in Lovell. We strive to serve our community with honor, respect, ethics, professionalism, integrity and commitment. 

Eligible applicants will be invited to participate in the entrance examinations which may include the following: a written examination and an oral board interview. Applications, including a detailed resume should be submitted to Lovell Police Department. 
Because of the nature of the responsibilities that come with being employed as an emergency dispatcher we anticipate the information you provide will be accurate, complete and forthright. Take this as an opportunity to give us an accurate representation of yourself. 

Thank you again for your interest in working for the Lovell Police Department, we look forward to meeting you.  

Sincerely,

Lovell Police Department

Job Description

POLICE DISPATCHER I

Department:

Police 

Reports To:

Communications Supervisor 

SUMMARY   This person in this position is responsible for skillful work in operating the law enforcement communications center and maintaining the police department records system. 

ESSENTIAL DUTIES AND RESPONSIBILITES include the following.  Other duties may be assigned.

The person in this position is responsible for operating radio, telephone, computers, teletype and other equipment as needed; relays messages to law enforcement officers, fire, ambulance, city/county maintenance; completes all logs in records communications center; performs various clerical duties; maintains records system.  Answers incoming telephone and radio calls; determines nature, location and specific information and dispatches appropriate personnel and equipment.  Performs public contact work in the law enforcement center answering inquiries, providing information and taking appropriate action.  An employee in this position works independently in performing regularly assigned duties.  Supervision and assignments are received both orally and in writing.  All work is performed in keeping with department policy, mission statement and organizational philosophy.  Varying shift work is required. 
SUPERISORY RESPONSIBILITIES   None.       
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

EDUCATION and/or EXPERIENCE   High school diploma or general education degree (GED); minimum of 18 years of age;  three months related  experience and/or training; or equivalent combination of education and experience. 

OTHER SPECIAL REQUIREMENTS   Lovell police employees must be a citizen of the United States of America; must not have been convicted of any offense, the punishment for which may be confinement in a state or federal penitentiary.  

CHARACTER   The issue of character is essential to the successful performance of a police employee’s position.  His/her overall reputation must be beyond reproach in order that an employee may accomplish job-related tasks.  The employee must demonstrate excellent moral character with respect to sobriety, honesty, maturity, responsibility, loyalty, trustworthiness, reliability, discretion and associations.  
LANGUAGE SKILLS   Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.  Ability to engage in effective interpersonal communications with employees and public.        
MATHEMATICAL SKILLS  Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.        

REASONING ABILITY:   Ability to solve practical  problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  

CERTIFICATES, LICENSES, REGISTRATIONS    Wyoming POST certified Communications Officer (or ability to obtain POST certification)      

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this 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 sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand; walk; and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 50 pounds.   Specific vision abilities required by this job include close vision.  

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually moderate.  
Lovell Police Department 

Dispatch Application Check List

APPLICANT: Return this form with your application packet.

Name (Print): ____________________________________________________

· Application

· If applicable:

· College Transcripts

· DD214

· POST Training Records
· Prior Law Enforcement Employment Dates:    
from _______________ to _______________
from _______________ to _______________
from _______________ to _______________

· Copy of your High School Diploma or GED

· Copy of your Birth Certificate to show citizenship

· Resume

Note: Automatic disqualification for employment includes, but is not limited to the following:

1. Dishonorable Discharge from the Military.

2. Any felony convictions.

3. Three (3) or more moving violation convictions within the previous 36 months


(three separate, individual incidents).

4. Two (2) or more separate moving violation convictions within the previous 12

    months (two separate, individual incidents).

5. An Administrative Suspension of a drivers’ license; conviction or any form of

   deferred prosecution qualified by State statute, or as amended, within the previous

36 months, including, but not limited to:

Driving under the influence of alcohol or drugs
Leaving the scene of an accident

Fleeing to avoid arrest

Reckless Driving

Homicide or assault by motor vehicle
Lovell Police Department
Dispatcher Requirements

· US citizen
· High School diploma or GED Equivalent
· 18 years old at time of hire
· No felony or domestic violence convictions
· Not have a Dishonorable Discharge from the military
· Drug Use: - an applicant who has any of the following will be disqualified:
· Used any illegal drug while employed in any law enforcement or prosecutorial position, or while employed in a position which carries with it a high level of responsibility or public trust, will be found unsuitable for employment. 

· Been discovered to have misrepresented his/her drug history in completing the application will be found unsuitable for employment
· Distributed or sold any illegal drug for profit at any time will be found unsuitable for employment
· Used any hallucinogen.
· Used any illegal drug within the last 5 years
· Used any inhalant within the last 3 years
· Used marijuana within the last 2 years

Testing Process:
Phase I 

· Entry dispatch ability assessment (written)

· Oral Board Interview
Phase II
· Chief’s Interview

· Background Investigation

· Receive a Conditional Offer of Employment at the completion of the Chief’s Interview

Phase III 

· Psychological Evaluation

· Medical exam to include a drug screen
· May include polygraph examination
Lovell Police Department

142 East 3rd Street ( Lovell, Wyoming 82431

(307) 548-2215 ( lovellpolice.com

Application for Employment
The Town of Lovell is an Equal Opportunity Employer. Applicants are considered for positions for which they have applied without regard to race, religion, sex, age, national origin, disability, and other characteristics protected by law.

Position Applying For: 


 Dispatcher                                                  
INSTRUCTIONS:  TYPE OR PRINT IN BLACK INK ONLY: 
(If you are completing this on-line, use the “Tab” key to move to each field.)
APPLICANT INFORMATION
Name: 










                                         



Last


                     First


                         Middle
Address: 







                                     
                                 



Street



City

             State

            ZIP

Telephone: 







                                     

                      



      Day



Evening
E-mail address: 


                                Social Security Number:                                      
Date of Birth: _____________________ Driver’s License Number/State:                                                        
Height 
             
  Weight 
        Hair Color 

                Eye Color  
                                      

When would you be available for work? _______________________________________ ____________                         
Are you a citizen of the United States?   Yes     No Are you age 21 or older?    Yes     No 
Are you related to anyone who is employed by the Town of Lovell? Yes  No    
If yes, who? 
                                                                                                                                                       
Have you worked for the Town of Lovell before?
Yes 
   No 
If yes, list the department: 


                      
    Job Title: 

                   
                   
Approximate dates of employment: From 
                        
        To 

                               
Return completed application to: 
Lovell Police Department

                                         142 East 3rd Street

                                         Lovell, WY 82431
Have you served in the United States Armed Forces?    Yes     No 
If yes, list dates of service: From 


 
  to 
                         

                 

Branch of Service: 





           Please attach DD 214
Have you ever been convicted of any law violation? (Include any plea of “guilty” or “no contest”. 
(Exclude minor traffic violations)  Yes     No 
If “Yes,” describe in full: (a conviction will not necessarily disqualify an applicant for employment). 
Have you had your driver’s license suspended or revoked in the last 3 years? Yes    No 

If “Yes,” please explain:

List any traffic citations you have received in the last 36 months:    

Special Skills:
What office equipment can you operate? 


                                                             

Typing: Yes  No  WPM 


         Ten Key: By Touch?    Yes No 
Computer: Yes  No    Type 
          

  Software Applications 
                             

List certificates that are relevant to the position you are applying for:

What skills or additional training do you have that are related to the job for which you are applying?
List any firearms training you have:

Hobbies/Interests:

Education:

	Name of High School, Universities,

Business Schools or Trade Schools Attended
	Location City and State
	Number of years completed What Degree (if any) and Year Earned

	
	
	

	
	
	

	
	
	

	
	
	


EMPLOYMENT HISTORY: 

List names of employers in consecutive order with present or last employer listed first. Account for all periods of time including military service and any periods of unemployment. If self-employed, give firm name and supply business references.

	Employer and Address

(Give most recent position first)
	Dates of Employment
	Job Title & Supervisor
	Type of Business
	Wages
	Why did you leave?

	1.
	
	
	
	
	

	
	
	
	
	
	

	2.
	
	
	
	
	

	
	
	
	
	
	

	3.
	
	
	
	
	

	
	
	
	
	
	

	4.
	
	
	
	
	

	
	
	
	
	
	


Have you worked or attended school under any other names? Yes    No 
If yes, give name(s): ___________________________________________________________________________                          
Are you presently employed? Yes    No 
If yes, who may we contact? _________________________________________________________                                                                               
Have you ever been fired from a job or asked to resign? Yes    No 
If yes, please explain: ______________________________________________________________________________________
Give three (3) references, not relatives or former employers.
	Name
	Address
	Phone

	
	
	

	
	
	

	
	
	


	Relatives, References, Acquaintances:

	If living, name your:
	Telephone
	Address where person can be contacted

	Father
	
	 

 

	Mother
	 
	 

 

	Father-in-law
	 
	 

 

	Mother-in-law
	 
	 

 

	Spouse
	 
	 

 

	Former spouse(s)
	 
	 

 

	Brother(s)
	 
	 

 

	Sister(s)
	 
	 

 

	Brothers/Sisters continued:
	
	 

 

	
	 
	 

 

	
	
	


Other relatives with which whom you have a close personal relationship (including children)

	Relationship
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please list any individuals whom you have resided with during the last 10 years. Exclude family members.

	Relationship
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Have you ever applied successfully or unsuccessfully with another law enforcement agency?  Yes    No 
If yes, please explain (include when, name of agency and circumstances)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional information that might qualify you for the position:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________

AFFIDAVIT, CONSENT 
AND RELEASE

PLEASE READ EACH STATEMENT CAREFULLY BEFORE SIGNING
I certify that all information provided in this employment application is true and complete. I understand that any false information or omission may disqualify me from further consideration for employment and may result in my dismissal if discovered at a later date. I authorize the investigation of any or all statements contained in this application. I also authorize, whether listed or not, any person, school, current employer, past employers and organizations to provide relevant information and opinions that may be useful in making a hiring decision. I release such persons and organizations from any legal liability in making such statements. I understand that I may be required to successfully pass a drug screening examination and a criminal background investigation. I hereby consent to a pre-employment drug screen and a criminal background investigation, if required, as a condition of employment.

I UNDERSTAND THAT THIS APPLICATION, VERBAL STATEMENTS BY MANAGEMENT, OR SUBSEQUENT EMPLOYMENT DOES NOT CREATE AN EXPRESS OR IMPLIED CONTRACT OF EMPLOYMENT NOR GUARANTEE EMPLOYMENT FOR ANY DEFINITE PERIOD OF TIME. ONLY THE MAYOR/DESIGNEE OF THE TOWN OF LOVELL HAS THE AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE MAYOR/DESIGNEE AND THE EMPLOYEE.

I am fully aware that the probation period for the Town of Lovell is one (1) year and that I can be dismissed without cause throughout the specific probationary period. I also certify that the foregoing answers are correct to the best of my knowledge and belief.

I have read, understand, and by my signature consent to these statements.
Signature: ___________________________________         Date: _______________________
Additional Information:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Additional Information:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Updated: 1/1/2024

