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DEFINITION

Under general supervision, supports telecommunications function by analyzing and determining District requirements; implements communication software systems and transmission technologies for electronics, such as voice, image, and video; assures proper operation, integration, administration and system management of District-wide telecommunications systems; performs related work as assigned.

CLASS CHARACTERISTICS

This class is responsible for the coordination and implementation of voice, image and video telecommunications networks, activities and services which include systems operation, database maintenance and security.  This class is distinguished from the Senior Telecommunications Technician in that the latter has the lead role in designing complex systems and attributes of the District-wide Telecommunications System, and is trained by the vendors as an authorized technician to troubleshoot and make repairs.  

EXAMPLES OF DUTIES

Receives and documents requests for adds, moves, and changes in service in all aspects of Telecommunications for the District; reviews requests with requester to assure correct applications of services requested and provided; creates process and procedure for each request; provides training and detailed instruction to users in all aspects of Telecommunication equipment usage; maintains records and database of all telephone services, pages, and cellular phones; receives trouble calls; monitors all Telecommunication systems and faults and coordinates  repair with Comm Maintenance and various private vendors for problem areas; receives, reviews and monitors usage of all Telecommunication billing for accuracy; prepares and submits Goods/Services Authorization (GSA) forms to the Accounting Department; collects data and prepares invoices for billing of Metropolitan Transportation Commission (MTC) and Bay Area Transit Consultants (BATC) phone charges; orders and coordinates all new Pacific Bell installations and provides access as needed.

Creates and maintains all telecommunications related documentation, including telephone numbers, circuit ID's, wiring schemes, reference materials, and system data bases; reviews and logs all telecommunications related invoicing; creates monthly departmental reports and assists in the budget process; serves as primary point of contact for all telecommunications trouble reporting as well as requests for adds, moves and change service  orders;   executes  trouble  resolution  and   service   orders   where  applicable and refers all  others  to  the  appropriate  vendor;  monitors  status,  ensures timely response/resolution and reports monthly activity; coordinates and oversees telephone system installations for new locations and remodels and ensures vendor compliance with design 
specifications and due dates; provisions of voice and data network services for all locations; assists Senior Telecommunications Technician and the  Telecommunications Manager with network implementation; and performs special projects as assigned.

QUALIFICATIONS

Knowledge of:

Basic principles and practices of project administration and control; telecommunications hardware and resource planning/integration; applicable telecommunications terminology and concepts.

Skill in:

Implementing voice, image and video telecommunications networks and related switching systems; administering daily operating requirements for telecommunications services; administering security for system/remote access and disaster recovery plans;  making sound independent decisions within established guidelines; analyzing problems, evaluating alternatives and recommending appropriate solutions; identifying cost reduction strategies, assessing and responding to user departments and District needs, preparing clear, concise and complete reports and other written materials; establishing and maintaining effective working relationships with those contacted in the course of the work.

Minimum Qualifications:

Equivalent to graduation from high school and three years of experience in coordinating and/or implementing a variety of telecommunications services.
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