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Telecommunications Assistant 


Job Description

FLSA: Non-exempt
Effective 1.1.2011

Grade:  14
Summary of Duties 
Operation of the University telephone switchboard and terminal emulator.
Primary Duties
Operation of the University telephone switchboard and terminal emulator. Training of University employees on new VoIP system; programming basic administrative changes to Call Manager and Unity voice mail; assisting in all aspects of the telephone directory; issuing, retrieving and maintaining database of long distance calling cards; maintenance of telecommunications web site; bookkeeping/budget monitoring; payment and tracking of monthly telephone statements and resolution of disputed charges; receiving and logging of all telephone trouble tickets and service requests. 
	Requirements and Job Specifications


	Minimum Education Required

Two years of college.
Minimum Experience Required

Four years of general office experience in any business office where public contact is necessary. Additional college education may be exchanged year-for-year for experience requirement.
Skills Required

Must possess excellent public relations skills and ability to deal pleasantly with campus personnel, co-workers, students, parents, vendors, and the general public.
Must possess microcomputer skills, memory for oral and written directions. Attention to details, excellent typing and office procedure/organizational skills essential.

Ability to deal with confidential mattes and challenging people/situations necessary. 


	Minimum Specialized Training Required

N/A
Minimum Typing Speed Required

25 net wpm.
Physical Ability Required

Normal for office environment.
Working Conditions and Work Hours
Normal working office hours.
Supervision of others – Job title of those supervised

Supervision of student employees.


	Requirements & responsibilities unique in individual work unit(s)

	
	


-Experience using telephone switchboard desired. 

-Knowledge of HTML programming software, Web Page management and Microsoft Office Suite highly desirable. 

-Knowledge of university forms and procedures preferred.
The information on this document is intended to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
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