STANISLAUS COUNTY OFFICE OF EDUCATION

CLASS TITLE: TELECOM SPECIALIST

BASIC FUNCTION:

Under the direction of the CSSF Director, provides assistance and support involving the planning, administration and operation of the county office's telecommunications services for landlines and cell phones and other devices such as PDA's and Blackberries using phone services; provides a variety of skilled administrative and budget support functions to the CSSF Director.

REPRESENTATIVE DUTIES:

Assists and provides support involving the planning, administration and operation of the county office's telecommunications services for landlines and cell phones.

Provides advice and telecommunication service to county office divisions.

Receives and processes requests from representatives of county office divisions regarding service, adjustments, costs, pricing plans, installations, corrections in service and the removal of equipment.

Reviews requests for accuracy and contacts users for clarification and discrepancies.

Performs technical analytical work in all areas of requested telecommunications services.

Analyzes current telecommunications billing processes including long distance and cell phone rate plans to ensure adequate services.

Makes recommendations for implementing billing process improvements.

Maintain accurate records related to telecommunication activities, service orders, operations and functions.

Analyze monthly landline phone bills for accuracy.

Communicate with a variety of county office personnel, management, outside agencies and the public to exchange information, resolve issues or concerns and coordinate activities.

Maintain budget information for the assigned department; implement processes to assure proper balance of budgets as directed; participate in the preparation and monitoring of the budget; monitor and process contracts as assigned by the position. Analyze budget and prepare budget revisions.

Compose, prepare and assemble materials such as routine correspondence and agenda items; and research, collect and compile statistical, financial, or other diverse and specialized information; review and check documents for completeness, accuracy and conformance with applicable rules/regulations and procedural requirements.

Coordinate and schedule appointments, arrange meetings and make travel arrangements; attend meetings as assigned; screen visitors and phone calls.

Perform related duties as assigned.

KNOWLEDGE OF:

Basic telecommunication equipment systems and technology (such as PBX, key systems, VOIP, Centrex, T-1 lines, etc.)

Billing processes and procedures

Telecommunications discount programs (such as CTF, e-rate).

Long distance service charges.

Financial and statistical record keeping techniques.

Collect, classify and analyze, interpret and explain telecommunications billing data.

Correct English usage, grammar, spelling punctuation and vocabulary.

Interpersonal skills including tact, patience and courtesy.

ABILITY TO:

Collect, classify, analyze, interpret and explain telecommunications billing data.

Express difficult concepts clearly in oral and written communications.

Exercise initiative and work independently on assigned projects.

Operate computer equipment to input and manipulate data and to generate records and reports.

Establish and maintain effective working relationships.

Work independently with little direction.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school and four years of experience in a position providing supportive assistance for administrative tasks related to accounting including the business aspects of a telecommunications operation.

ENVIRONMENT:

Office environment.

Constant interruptions.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard and other office equipment.

Seeing to read a variety of materials.

Hearing and speaking to exchange information in person and on the telephone.

Sitting for extended periods of time.

Bending at the waist, kneeling or crouching to file materials.
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