2-22-91 SENI OR COVMUNI CATI ONS OPERATOR, 1467

Summary of Duties: A Senior Communi cations Qperator assigns,
revi ews, and eval uates the work of Communi cations Qperators who
operate private branch exchange centrex and two-way radio

t el ephone consol es and retrieve data froma conputer based
system and does rel ated work. A Senior Communi cations Qperator
uses sound supervisory principles and techniques to build and
mai ntain an effective staff and satisfy affirmati ve action
responsi bilities.

Di stingui shing Features: A Senior Communi cations Qperator is a

supervi sor who trains Communi cati ons perators on-the-job in:

l. How t 0 operate communi cations equi prent .

. Howto respond appropriately to requests for information or
servi ce.

I1'l. Departrental regul ations and procedures.

As a bona fide supervisor, an enployee in this class is
different froma | ead worker because a Seni or Communi cati ons
Qperator perforns the full range of supervisory activities. A
Seni or Comuni cati ons Qperator disciplines enpl oyees, resolves
gri evances, and rates enpl oyee perf ornance.

A Seni or Comruni cations Qperator is different fromother senior
| evel clerical classes. An enpl oyee in this class supervises
enpl oyees who operate nultiple-position private branch exchange
centrex or two-way radi o tel ephone consol es and conputeri zed
data retrieval systens.

Exanpl es of Duties: A Senior Communications Qperator:

V. S

upervises Communications Operators who are:
A. Operating centrex or two-way radio telephone consoles.
B. Routing telephone calls to the proper stations.
C. Relaying messages and instructions to personnel in the field.
D. Dispatching public service unitsin response to calls.
E. Querying a computerized data base.
F. Monitoring computerized alarms.

V. Trains new Communications Operators on:
A. Centrex and two-way radio telephone consoles, computerized information retrieval systems, audio
logging machines, and €l ectronic facsimile machines.
B. Telephone courtesy.
C. Using telephone directories and personnel call out lists.
D. Departmental emergency response procedures.
E. Functions of the various City departments.

V.M onitors Communications Operator calls to assure Operators are:
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d ving good service to callers.

Fol | owi ng Federal Communi cations Comm ssion (FCC) and
Departnmental procedures while using the two-way radio
t el ephone.

Tel | s Qperators about changes in personnel, organization,
or function of units served by the Qperators.
d ves enpl oyees equal enpl oynent/affirmative action
i nformati on.
Sel ects, orients, assigns, trains, counsels, and
di sci plines enpl oyees using job-related criteria.
Hel ps enpl oyees prepare for pronotion as described in the
Gty's Affirmative Action Program
Prepares reports such as work schedul es, tinme sheets, shift
reports, and perfornmance eval uati ons.
Col l ects and naintains statistical data on the unit's
oper ati on.
Anal yzes tel ephone bills for proper charges and starts
t he paynment of these bills.
Keeps updat ed manual s on FCC requirenents, radio
term nol ogy, and standards and responsibilities for
operating a two-way radi o tel ephone.
May act as a Comuni cati ons Qperator:
When an Qperator is absent or on break.
To help an perator handle a difficult or emergency call.
During peak hours when calls cannot be conpleted in a
tinely and efficient manner.
May advi se upper-| evel managenent about the depl oynent of
departnental resources.
May prepare conci se, descriptive reports on traffic
conditions throughout the Qty.
May programthe | evel of tel ephone service and voice
mai | assignments for staff throughout the departnent.
May provide training for new users of voice nail and ot her
t el ephone servi ces.
May assune the duties of a Principal Qperator in a |large
exchange during the latter's absence.

Sonetinmes may do other work for training purposes or to neet
t echnol ogi cal changes or energenci es.

Qualifications: Incunbents nust have the foll ow ng know edges

and abilities:

A Good Know edge of:

XXI.
XX

XX

Two-way voi ce radi o and private branch exchange centrex
consol e techni ques.
Supervi sory principles and practices including:
pl anni ng, del egating, and controlling the work of
enpl oyees.

. Techni ques for counseling, disciplining, training,

instructing, and notivating enpl oyees.
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XX V. Techni ques for eval uati ng enpl oyee work perfornance.
XXV. Procedures for handling grievances.
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XXV . Supervisory responsibility for EEQ AA as set forth in
the Qty's Affirmative Action Program

XXM 1. Ef fective safety principles and practi ces.

A Wir ki ng Know edge of:

XM . Basic clerical procedures including a variety of
filing and record keepi ng systens and basic
arithnetic.

XX X FCC regul ati ons on acceptabl e use and t erm nol ogy

restrictions affecting two-way radi o transm ssions.
XXX. The Departnental Emergency Procedures Pl an.

XXX . Menor anda of understanding as they apply to enpl oyees.

A Ceneral Know edge of:

XX . How to use el ectronic facsimle equi pnent, audio
| oggi ng equi pnent, and conputerized data retrieval
syst ens.

XXX Functions of Gty departnents and ot her governnent al
agencies in the area.

XXX V. Gty personnel rules and policies.

The Ability to:
XXXV Anal yze situations and assign priorities to make the
best use of avail abl e resources.

XXXV . Think clearly in stressful situations and choose a
proper course of action during an energency.

XXM | . Establish and naintain a work environnent to enhance
bot h enpl oyee noral e and productivity.

XM 11 Qperate various types of tel ephone and radi o tel ephone
equi pnent .

XXX X. Understand a radi o broadcast even if the signal is

weak and breaki ng up.
XL. Be courteous, pleasant, hel pful, and easily understood when
using the tel ephone or radi o tel ephone.
XLI. Deal tactfully and effectively w th subordi nates, other
Gty enpl oyees, and the public.

XLl Look up information in directories, maps, and di agrans
qui ckly.

XLILT. Menori ze information such as inportant tel ephone
nunbers or major streets and areas in the Gty.

XLI V. Record spoken information, either in |onghand or on a

conput er keyboard, in an accurate and | egi bl e nanner.
XLV. Prepare clear and concise witten and statistical reports.
XLVI . Revi ew conpl ex tel ephone bills to verify charges.

M ni rum Requi rements: Two years of full tine paid experience as
a Comuni cations Qperator operating a private branch exchange
centrex console, or two-way voice radio.

Physi cal Requirenents: A person in this class nust be able to
lift at least five pounds and sonetines over fifteen pounds.
He/ she nust have good hearing and speaking ability and good

Page 4



Senior Communications Operator, 1467

eyesi ght .
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Persons with nedical l[imtations nmay, wth reasonabl e
accomodat i ons, be capable of performng the duties of sone of
the positions in this class. Such determ nation nust be nade on
an individual basis in light of the person's Iimtations, the
requi renents of the position, and the appointing authority's
ability to effect reasonabl e accommodati ons to the person's
[imtations.

As provided in Civil Service Commission Rule 2.5 and Section 4.55 of the Administrative
Code, this specification is descriptive, explanatory, and not restrictive. It is not intended to
declare what the duties and responsibilities of any position shall be.



