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TELECOMMUNICATION SYSTEMS COORDINATOR

KIND OF WORK:  This is varied and highly responsible work in the evaluation, control and coordination of Mobile County's telecommunication systems.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for formulating plans for new and existing telephone and associated data communication systems, processing telephone and data communications work requests and coordinating activities with users, Mobile County departments and telecommunication vendors.  Work is performed in accordance with established guidelines and procedures under the general supervision of the Director of Support Services with considerable independence and judgment in dealing with equipment vendors, agency coordinators and telecommunication personnel.  Supervision is exercised over other employees as assigned.
EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Evaluates requests for telecommunication services and equipment modernization of data and voice networks; reviews, investigates and recommends action on requests for telecommunication equipment, software and facilities; responds to budgeting questions and employee concerns; assigns work requests to telecommunications personnel; coordinates telephone and data communications work requests with technicians and vendors; supervises and evaluates help desk operations; develops, publishes, edits and maintains County Directories; maintains documentation and coordinates cable repair assignments and telecommunications circuits in County Buildings; assists in the negotiation of contract performance specifications; monitors contract performance for compliance; reviews and evaluates billing processes and control procedures; assists telecommunications personnel in resolving telecommunication and software problems; performs minor repairs of telecommunications equipment; runs reports and develops programming schematics for new phone systems as needed; meets with vendors of telecommunication equipment, supplies, and services to discuss utilization and to resolve routine problems; trains employees on processing procedures; trains users on telecommunications equipment; reviews, validates and processes telecommunication invoices for payment; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of principles and practices of communication networks and systems; good knowledge of fund accounting; good knowledge of the principles and techniques utilized in the removal, testing and installation of telecommunication and data communication systems; ability to collect, compile and analyze data and present conclusions and recommendations clearly and precisely in written form; ability to evaluate requests for telecommunication equipment and communication system installations and changes; ability to communicate effectively, both orally and in writing; ability to operate standard office equipment; ability to supervise the work of others; ability to establish and maintain effective working relationships with departmental representatives, vendors and other employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, supplemented by completion of a telecommunication training program, and a minimum of three years experience in communication network design and operations; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENTS:  Must possess a valid driver's license from state of residence.
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