
JOB DESCRIPTION

POSITION TITLE

Telecommunications Switchboard Operator – On-call


REPORTS TO:

Director of Telecommunications

PRIMARY FUNCTION: 
The Switchboard Operator is a member of a team-oriented staff and shares in the responsibility of providing telephone and related services to the St. Olaf and Carleton College communities, as well as Shattuck-St. Mary’s School and the Northfield Hospital.  

AREAS OF RESPONSIBILITY:


1. 
Answer phone, route calls, problem solve with others in office using standard procedures.

6. Send Faxes and assist with conference calls as needed.

7. Share after hours on call status for switchboard and Public Safety dispatch.

8. Other duties as assigned by the director of Telecommunications

SUPERVISORY RESPONSIBILITIES: 
NA

CONTACTS:
Faculty, staff, students, administrators, parents, outside contractors, guests and occasional contact with President and Vice Presidents.
EDUCATION: 
Essential:
High School Diploma or equivalent. 


Desirable:
na

EXPERIENCE:
Essential:
1-3 years experience in a high traffic customer service setting, to include personal and phone contacts.



Desirable:
1-3 years of experience working with telecommunications equipment.

PREREQUISITE:



Successful completion of BCA/FBI criminal 

background check required.

KNOWLEDGE, SKILLS, ABILITIES:

Good telephone and customer service skills. 

Excellent oral, written and interpersonal communications skills.

Ability to work effectively in team environment.

Strong organizational and time management skills with attention to detail.

Proficiency in Microsoft Office Suite, good word processing skills.

Ability to maintain confidentiality in all matters.

Friendly, helpful attitude with customers is essential.

PHYSICAL DEMANDS:
Extended periods of computer and deskwork. Heavy lifting of boxes, climbing ladders regularly and crawling in and out of spaces.

WORKING ENVIRONMENT:
Office environment. 
WORK SCHEDULE:


FTE:
na


Shift: 
as needed

APPROVAL:                                                
Craig D. Dunton
DATE:




December 2004

