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MAINTENANCE CLERK/DISPATCHER

KIND OF WORK:  This is communications and dispatching work in providing requested maintenance or repair information and/or services to the general public served by the employing jurisdiction.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for the operation of computer, telecommunications, and two-way radio communications equipment to receive requests for maintenance and repair, information, assistance, problem prevention and correction.  Work is performed under the general supervision of the Maintenance Management Systems Coordinator or other superior and no supervision is exercised over other employees.  An employee in this class must be able to work a rotating shift.

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.)  Analyzes calls received to determine the kind and degree of assistance needed; operates a computer aided dispatch system, base radio, and telephone; keeps a detailed log of customer complaints received; logs customer complaints received after hours, weekends, and holidays; maintains files for pertinent information; relays information to repair crews for maintenance or repairs; documents dispositions of complaints; maintains a radio log for department vehicles; monitors security and burglar alarm systems; notifies crew chief, safety coordinator and/or standby crew of emergencies or accidents; notifies Fire Department, Police Department, and Traffic Engineer of street closures; utilizes an automatic vehicle locator (AVL) system to locate and dispatch repair and maintenance crews; monitors weather and relays information of bad conditions; contacts other utilities to report problems; contacts local law enforcement or medical emergency units to report vehicle accidents involving company vehicles; prepares various daily reports; enters data from work orders; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of English grammar and usage; good knowledge of communications and computer equipment; ability to acquire knowledge of Mobile city and county geography, buildings and street locations; ability to acquire familiarity with the employing jurisdiction's functions, organizational structure, personnel and the capabilities of repair and maintenance equipment; ability to gather, understand and evaluate information and determine the appropriate action to be taken; ability to respond to routine and emergency situations; ability to speak concisely and calmly in a well modulated voice; ability to operate computerized and two-way communications equipment; ability to perform routine clerical work; ability to understand and interpret an Automatic Vehicle Locator system and relay information; ability to understand and follow moderately complex oral instructions; ability to understand and interpret severe weather information and relay information; ability to understand and interpret data pertaining to sanitary sewer overflows and relay information; ability to keep moderately complex records; ability to prepare reports; ability to establish and maintain effective working relationships with the public and other employees.
MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and a minimum of one year experience in the operation of computer, telecommunications and two-way radio communications equipment, preferably in a large public or governmental agency; or a combination of education and experience equivalent to these requirements.
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