PAUL RAISSEZ ETHAN VILLANUEVA
SHERIFF CHIEF DEPUTY
ERNESTO AMAYA
Administrative Assistant PATROL SERGEANT

125 EAST CALIFORNIA STREET, FLOYDADA, TEXAS 79235

JOB OPPORTUNITY
FULL-TIME -TELECOMMUNICATOR / ADMINISTRATIVE ASSISTANT

The Floyd County Sheriff’s Office is seeking an experienced leader to serve as the Executive
Administrative Assistant to the Sheriff and Telecommunications Supervisor. This high-responsibility
civilian position acts as the primary gatekeeper and confidential liaison for the Sheriff and Command
Staff. The role involves leading a team of dispatchers, managing critical control standards, and
bridging communications between the public and field units. Responsibilities include strict
compliance with operational protocols, dispatching and logging tactical tasks, handling sensitive files

and internal affairs documents, budgeting, and community relations. The right candidate will thrive in

a moderate-paced setting, demonstrate complete discretion, and have proven experience supervising

telecommunicators.
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A high school diploma or GED and a U.S. Citizen or permanent legal resident.

Licensed and in good standing as a Telecommunications by the Texas Commission on Law
Enforcement.

5+ years of experience as a Telecommunicator or a Master Telecommunicator Certificate is
preferred.

Supervisory or leadership experience in training, evaluating, and directing staff is preferred.
Strong knowledge of: Telecommunications systems, Radio and telephone operations,
Computer-aided dispatch (CAD) systems, Emergency communications procedures, Applicable
federal, state, and local regulations.

Must pass a physical examination and a psychological evaluation (by a licensed Texas
psychologist/psychiatrist.

Must be able to pass a criminal background investigation. Felonies are disqualifying; certain
misdemeanors (Class A) are disqualifying; Class B misdemeanors may be allowed if at least 10
years have passed.

Must have clear communication skills

Hours may range from 8 to 10 hours, Monday through Friday

For further details or inquiries about the job opening, you can visit co.floyd.tx.us, select the

County Office tab, and choose Sheriff for pre-employment application.

You may also reach out to Sheriff Paul Raissez or Chief Ethan Villanueva at

floydops@co.floyd.tx.us or 806-983-4901




PAUL RAISSEZ ETHAN VILLANUEVA
SHERIFF CHIEF DEPUTY
ERNESTO AMAYA
PATROL SERGEANT

Administrative Assistant

125 EAST CALIFORNIA STREET, FLOYDADA, TEXAS 79235

JOB OPPORTUNITY
FULL-TIME -TELECOMMUNICATOR / ADMINISTRATIVE ASSISTANT

ABOUT THE ROLE
The Floyd County Sheriff’s Office seeks an experienced leader for the role of Executive Administrative

Assistant to the Sheriff and Telecommunications Supervisor. This civilian position serves as the primary
gatekeeper and confidential liaison for the Sheriff and Command Staff. Key duties include supervising
dispatchers, managing control standards, and facilitating communication between the public and field
units. Responsibilities also include ensuring compliance with operational protocols, dispatching and
logging tactical tasks, handling sensitive files and internal affairs documents, budgeting, and community
relations. The ideal candidate will excel in a fast-paced environment, demonstrate discretion, and have

proven experience supervising telecommunicators.

CORE DUTIES

OPERATIONAL LEADERSHIP

Staff Supervision: Plan, assign, supervise, and review the work of staff who handle both routine and
emergency phone and radio communications.

Command Staff Management: Oversee daily office operations, manage calendars, and prioritize
important appointments for the executive team.

Public Records Compliance: Review public records requests, subpoenas, and FOIA submissions to
ensure sensitive information is not disclosed in error.

Emergency Dispatching: Dispatch required equipment, operate computer-aided dispatch (CAD)
systems, and manage critical police records.

Incident Management: Coordinate vital communications during major emergencies, high-stress field
incidents, and critical public safety events.

Inter-Agency Liaison: Collaborate with outside public safety agencies to coordinate regional
emergency operations.

Emergency Shift Coverage: Perform all standard dispatcher duties during staffing shortages to

maintain minimum coverage.




Management Team Support: Participate actively as a member of the management team in department-

wide policy development and planning.

QUALITY ASSURANCE AND AUDITING

Call Evaluation: Receive and evaluate emergency calls, complaints, and public inquiries to accurately
determine jurisdiction and required response.

Risk Mitigation: Promote and follow risk management practices to minimize accidents or injuries
involving staff, residents, and visitors.

Record Control: Maintain operational logs and official records to ensure accuracy and compliance with

state guidelines.

INCIDENT COMPLIANCE TRACKING

Liability and Risk Review: Prepare monthly reports on high-liability incidents, including use-of-force
and vehicle pursuits, for the Sheriff's review.

Dispatch Execution: Oversee immediate dispatch of police and public safety units to emergency
incidents.

Safety Auditing: Participate in safety and loss-prevention programs and monitor dispatch logs to ensure
compliance with protocols.

Specialized Reporting: Prepare special administrative reports for command staff as needed.

SYSTEM ADMINISTRATION

TCIC/NCIC Audits: Admin Assistant shall be responsible for ensuring that all secure electronic filing
systems, internal directories, and confidential network folders are maintained.

Equipment Troubleshooting: Diagnose and recommend solutions for dispatch center communications
equipment issues.

Administrative Filing: Organize and maintain secure physical and digital filing systems.

TRAINING AND COMPLIANCE

Onboarding Coordination: Track administrative onboarding for all new civilian and sworn personnel.
Subordinate Training: Train staff and provide updates on procedural changes and current legal or
operational information.

Policy Compliance: Ensure all communications staff are educated on and compliant with department
policies, federal mandates, and regional public safety guidelines.

The Sheriff may assign additional duties.

QUALIFICATIONS ’
High School Diploma or High School Equivalency Certificate required.

Valid Texas Driver’s License required.




Minimum 5 years of active dispatching experience; 2 years of supervisory experience preferred.
Documented knowledge of office technology.

Strong understanding of customer service, supervision, training, and performance evaluation
principles.

Experience maintaining police records and reporting statistics.

Proven ability to produce accurate statistical reports for state and federal agencies.

Knowledge of personnel management, including hiring, supervising, and evaluating stafl.

REQUIREMENTS

Must possess or be able to obtain Telecommunications Operator Certification from the Texas
Commission on Law Enforcement (TCOLE).

Must possess or be able to obtain Texas Crime Information Center (TCIC) and National Crime

Information Center (NCIC) certifications.

WORKING CONDITIONS

Environment & Atmosphere Setting: Professional, climate-controlled office and a secure 24/7 911
communications center.

Atmosphere: High-volume, {ast-paced workspace with frequent interruptions from citizens, phone
calls, and command staff.

Sensitivity: Frequent exposure to highly confidential information, including internal affairs logs,

criminal case files, and personnel grievances.

Physical Demands

Prolonged Sitting: Continuous sitting for extended periods (8-10 hours/day) at a computer terminal.

Workstation Bounds: Restrictive sitting or standing at a dispatch console for long durations during

critical incidents.

Work Hours: 10-hour shift - Monday through Thursday with a three-day weekend every

week, depending on workload and staff shortages.



