City of Chattanooga, TN

Classification Title:  Telecommunications Coordinator


	Department: 
	Information Services
	Pay Grade:
	TBD

	Supervision Received From:
	
Telecommunications Manager
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

11/07/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for providing technical support for operation and maintenance of voice communications network systems and related equipment. Work is performed with limited supervision.
SERIES LEVEL:

The Telecommunications Coordinator is the first level of a two level telecommunications series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Monitors and responds to requests for service from end users regarding telecommunications devices and equipment.

· Assists with moves, additions, and changes to telecommunication equipment; delivers and installs equipment; and, completes cross connects.

· Tests systems and components for proper operations; conducts tone testing of inside wiring for extensions to ensure connectivity to switch room; identifies and analyzes equipment malfunctions, data errors, or potential problems; initiates appropriate actions to correct errors, recover data, and obtain maintenance.

· Coordinates repairs of data/voice services, hardware, and related equipment and circuits with applicable vendors.

· Documents support activities into applicable tracking system.

· Prepares call detail records as requested; ensures proper downloading, storage, and archival of data; and, forwards reports to requesting departments.

· Receives and processes a variety of forms, reports, correspondence, requests for service, vendor updates, lists, system documentation, manuals, directories, reference materials, and/or other applicable items.

· Performs general and preventative maintenance tasks to maintain equipment, tools, and facilities; organizes and maintains switch rooms and storage areas; monitors equipment operations to maintain efficiency and safety; and, reports faulty equipment.

· Maintains telecommunications equipment, components, parts, tools, and supplies; ensures availability of adequate materials to conduct work activities; and, initiates orders of new and replacement materials.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Collaborates with internal staff on projects and user issues and problems.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Vocational/Technical Degree with training emphasis in telecommunications, information systems, or closely related field and two years previous experience that includes telecommunications operations, PBX/switchboard installation, data/voice circuit maintenance, system administration, and personal computer operations.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

Nortel Networks Certifications in Meridian Installation and Maintenance, Call Pilot, Basic Alternate Route Selection, and Voice over IP preferred.
KNOWLEDGE AND SKILLS:

Knowledge of PBX systems; applicable telecommunications hardware and software; vendor management principles; project management principles; and, customer service principles.

Skill in providing customer service; using a computer and related software applications; operating, installing, and maintaining voice communications network systems and related equipment; coordinating project activities; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: stooping, kneeling, crouching, reaching, standing, walking, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.

Incumbents may be subjected to electrical currents.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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