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HUMAN RESOURCES / EMPLOYEE COMPENSATION

JOB DESCRIPTION – 9660
November 2000

POSITION TITLE:
Manager, Telecommunications

REPORTS TO:

Chief of Technology Services

Objective:  To manage the daily operation of the District’s Voice/Data Telecommunications Network, including TV, fixed signal and microwave.  To coordinate moves, additions, and system changes.   To evaluate all requests for new service, and approve telecommunication expenses, including telephone,

Essential Functions:

1. Manages the daily operation of the District’s Voice/Data Telecommunications Network, including TV, fixed signal and microwave.

2. Coordinates moves, adds, and system changes.   

3. Evaluates all requests for new service, and approve telecommunication, including telephone, expenses.

4. Approves and coordinates all changes or additions to the network infrastructure

5. Manages the programming of telephone equipment software.

6. Manages the ordering of and supervises the installation of telephone/data equipment and services.

7. Manages and maintains an adequate inventory of equipment, telephone lines, and circuits.

8. Reviews long distance and local phone bills for accuracy and approves invoices.

9. Directs the coordination of services between vendors, including installation and repair activity on DPS network.

10. Acts as ombudsman to resolve district telephone/data and video problems

11. Maintains an up-to-date district telephone directory.

12. Coordinates with other departments to solve communications needs.

13. Directs the performance of equipment and network tests to determine operational problems.

14. Directs monitoring and analysis of traffic on all telecommunications systems.

15. Administers the District ‘cellular telephone plan.

16. Administers and coordinates legal and technical problems associated with the District’s Instructional Television Fixed Service.

17. Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s Degree of equivalent, preferably in telecommunication, computer science or related studies.  Demonstrated hands-on proficiency maintaining telecommunications system using microwave, satellite, modems and other system protocols, including a working knowledge of UNIX and DOS-based computer equipment and peripherals, is required. Demonstrated proficiency with both PC and Mac OS computer hardware and software platforms is desired.  Demonstrated successful experience planning and organizing work activities to meet deadlines.  Ten (10) or more years of related experience.

Licensure/Qualifying Standards: Computer industry certification in various proprietary networking systems, such as offered by regional telecommunication operating companies, or equivalent, may be required.  Must have a current and valid State of Colorado driver’s license.
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Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer services; safety; security, disaster and other policies, procedures, and practices.  Demonstrated effective and diplomatic oral and written communication skills with staff, management, and vendors.

Physical/Environmental Characteristics Essential duties are routinely performed in a variety of locations, including: general office, classroom, boiler rooms, telephone equipment rooms, attics, and basements.  Essential duties require the use of personal vehicle.  Essential duties may involve: occasional lifting to move or unpack equipment, work on ladders to access equipment. Essential duties may involve: differentiating colors, routine kneeling, squatting, working from ladders or in confined spaces, crouching, stooping, crawling, standing, bending, climbing, lifting up to 50 pounds to perform PM, and stacking, storing or retrieving supplies or equipment. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
