
JOB DESCRIPTION

POSITION TITLE

Telecommunications Account Manager




REPORTS TO:

Director of Telecommunications

PRIMARY FUNCTION: 
Telecommunications Account Manager is a member of a team-oriented staff and shares in the responsibility of managing telephone and related services to the St. Olaf and Carleton College communities, as well as Shattuck-St. Mary’s School, the Northfield Hospital, and CLEC (Competitive Local Exchange Carrier) customers. This includes commercial account management and site visits with local businesses.

AREAS OF RESPONSIBILITY:


1. 
Manage telephone billing for St. Olaf, Shattuck-St.Mary’s School and the Northfield        

Hospital.  Manage accounts for delinquency, balances with Business Office monthly. Visit off-site CLEC customers in an ongoing capacity to review accounts and services. 

2.   Manage programming of voice mail and caller ID for CLEC, faculty, staff and students.

3 Interview, hire, train, schedule and manage 30 – 24x7x365 switchboard operators/Public Safety dispatchers.  

4.   Assist Director with monthly vendor bills and purchase cards.  Manage inventory of 

      telephone equipment and supplies.


5. Manage and oversee databases including phone number assignments, charges, charge backs to local long distance companies for call accounting, TIRKS, 911, on-line directory and related system back-ups.

6. Share after-hours on-call status for 24x7x365 CLEC, Colleges, Hospital, Shattuck-St. Mary’s School and switchboard/Public Safety dispatch.

7. Manage cellular phone accounts with 5 cell vendors for 45 staff members and administrators. Monitor accounts for overages, overcharges, equipment orders and activation. Consult with customers on plan choices.

8. Manage CLEC regulatory and financial data and file maintenance.  Prepare and maintain reports to the Public Utilities Commission, FCC, and Qwest.

9. Create and maintain technician safety and equipment training manual and checklist verification. 

10. Off-site CLEC customer consultation and training.  

11. Other duties as assigned by the Director of Telecommunications.

SUPERVISORY RESPONSIBILITIES: 
Manage training, discipline, evaluating and assigning work for 30 student employees who work 24x7x365. Provide daily work direction and oversight for Telecommunications Coordinators.

CONTACTS:
Faculty, staff, students, administrators, parents, CLEC customers and contractors, campus guests and occasional contact with President and Vice Presidents.

EDUCATION: 
Essential:
AA degree, with coursework in computer technology and accounting or commensurate experience.


Desirable:
4-year degree, advanced computer courses and/or accounting courses. 

EXPERIENCE:
Essential:

5-7 years experience in managing customer 




service settings, to include personal and phone 



contacts.  5-7 years of experience working with





Telecommunications equipment.


Desirable:
8-10 years of experience managing Telecommunications equipment, personnel and experienced in managing and assigning work direction.

PREREQUISITE:



Successful completion of BCA/FBI criminal 

background check required.

KNOWLEDGE, SKILLS, ABILITIES:
· Superior management, telephone and customer service skills.

· Knowledge of telephone company operations, management and procedures including accounting rules under the Uniform System of Accounts for Telephone Companies.

· Excellent oral, written and interpersonal communications skills.

· Ability and history of managing in team environment.

· Strong organizational and time management skills with attention to detail.

· Basic understanding and working knowledge of accounting principles.

· Proficiency in Microsoft Office Suite, excellent word processing skills.

· Ability to maintain confidentiality in all matters.

· Friendly, helpful attitude with customers is essential.
CUSTOMER SERVICE/TEAMWORK:


Establish respectful, supportive and cooperative working relationships within the Telecommunications Office, the College community, and with external CLEC customers.  Contribute to a positive work environment, be pro-active and accept new challenges openly.

PHYSICAL DEMANDS:
Extended periods of computer and deskwork. Driving to and from CLEC customer locations.


Occasional lifting of heavy boxes, climbing ladders regularly and crawling in and out of spaces.

WORKING ENVIRONMENT:
Office environment with frequent interruptions. Frequent off site meetings with CLEC customers.
WORK SCHEDULE:


FTE:
1.0

  





Shift: 
8 am – 5 pm, Monday – Friday, with







frequent after-hours responsibilities.  Must be







available for calls 24x7x365 as needed.

APPROVAL:                                                
Craig D. Dunton
DATE:




March 2006

