
 
 
 
 
 
 
 
 
 
Applicant, 
 
The employment packet you are picking up is for the position of Marshall County 
Communications 911 Telecommunicator.  The MCC911 application and resume, 
including references, MUST BE returned to the Marshall County Communication 911 
Center May 15th, 2015 by 4:00 P.M. by either hand delivered or by the United Post 
Office.  If mailed they must be post marked by May 15th, 2015 at 4:00 P.M. The 
applications, resumes and other documents that are submitted must be received in a 9 
½ by 11 inch or larger envelope. 
 

Hand delivered applications: 
 

MARSHALL COUNTY COMMUNICATIONS 911 
TELECOMMUNICATOR POSITION 

601 SIXTH STREET 
MOUNDSVILLE, WV  26041 

 
Mailed applications:  

 
MARSHALL COUNTY COMMUNICATIONS 911 

TELECOMMUNICATOR POSITION 
P.O. BOX DRAWER B 

MOUNDSVILLE, WV  26041 
 

No address or name is to be marked on the envelope.  If any applications are returned 
other than what is noted above [i.e.: folded, damaged, or name/and or address listed] 
these applications will not be considered for review. 
 
On your application and resume where you are listing personal information, your social 
security number, and driver’s license number [place this number at the front page top 
right-hand side of the application]  is needed for criminal justice background checks per 
West Virginia Code for 911 Telecommunicator.  If you do not want a criminal justice 
background check a letter explaining why must accompany this application.  A set of 
fingerprint cards will be required when scheduled for the pre-hiring testing.  Location of 
fingerprinting will be determined by the 911 Director. 
 



An attachment has been enclosed that must be completed and returned with any 
application and resume.  Failure to complete said documents will remove 
application/resume from consideration. 
 
Additional documents [copies can be submitted] required for consideration: 
 Birth Certificate [hospital certificate unacceptable] 
 High School Diploma/GED 
 Military Form DD214 [if served] 
Failure to submit the first two forms will remove your application/resume from 
consideration. 
 
A listing of all employers by chronological order is required.  If there is a break between 
employers then those times need to be listed and explained. 
 
The Marshall County Communications 911 Center will be hiring two [2] 
Telecommunicator positions. The applications received will be maintained for six [6] 
months from May 15, 2015, the closing date.  The listing will be terminated prior to the 
six [6] months based upon information from the Director of 911 and approval of the 
Marshall County Commission.  If there are any additional hiring’s during the six [6] 
months these will be reviewed for possible selection. 
 
The salary for the current position is $22,000.00 in the 2014/2015 budget.  The position 
is a full time, minimum 40 hour work schedule with a rotating schedule.  There is also 
the possibility of overtime and emergency call out at any time.  The applicant will be 
expected to cover any overtime/call out situations when notified.  The applicant will have 
the understanding that this Telecommunicator position is the PRIMARY JOB of any 
other jobs the applicant has or other commitments they have undertaken. 
 
At this time the position does have a full county benefit package.  Medical, dental, eye, 
and prescription plans.  Extra packages are available to the employee at the employee’s 
personal expense.  Vacation package is included and the County Commission assigns 
the holiday package based on the Federal, State and local events. 
 
The Telecommunicator position carries a ONE YEAR PROBATION status that includes 
adherence to policy/procedures, mandatory training and in house training with 
supervision.  The Telecommunicator must attend all mandatory training classes and 
pass said training to maintain employment. 
 
DUTIES:  The following are some, but not limited to the duties of the position of 
Telecommunicator: 
 
[1] Must be able to handle multi-phone calls, both those of emergency and non-
emergency nature. 
 
[2] Must be able to handle multi-radio frequency/channels at one time, both those of 
emergency and non-emergency nature. 



 
[3] Must be able to file reports, events, and other paperwork in both alphabetical and 
numerical systems. 
 
[4] Should have a basic understanding of total computer design and its operation. 
 
[5] Needs a strong understanding of the English spelling and language and be able to 
adapt to the agencies technical and abbreviated language. 
 
[6] Must be able to handle the general public and multi-agencies on a daily basis in a 
professional and courteous manner, no matter what the general public or associated 
agency may do, say, or personally feel about the Telecommunicator. 
 
[7] Must be able to read, follow, and understand the guidelines for duties set up by the 
Marshall County Communications 911 Center. 
 
Your application will be kept on file under the following: 
 [1] Six [6] months from May 15, 2015 of closing of applications. 
 [2] The current list of qualified applicants is exhausted 

[3] The Marshall County Commission terminates the listing due to information 
received from the Marshall County Communications 911 Director. 
 

Thank you for applying for the position of Telecommunicator with the Marshall County 
Communications 911 Center.                                                                                                                      
 
 
  



 
 
 
 
 
 
 
 
 
April 14, 2015 
 
To Whom It May Concern: 
 
I, ______________________________________, give permission to the Marshall 
County Communications 911 Center to contact my present and prior employers to 
conduct/complete their background investigation of me as part of my application for 
employment with the Marshall County Communications 911 Center. 
 
Respectfully, 
 
 
 
_________________________________ 
[PRINTED NAME] 
 
 
_________________________________ 
[SIGNATURE] 
 
 
_________________________________ 
[DATE SIGNED] 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



 


