POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
DIRECTOR OF TELECOMMUNICATIONS SERVICES
Class Code:
0A01
Immediate Supervisor/Title:  Report directly to the Vice Chancellor of Campus Operations.
Position Summary (briefly describe the general purpose of the position)

The Director of Telecommunications manages all aspects of the Telecommunications and Mail Processing departments. 

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Manage Telecommunications and Mail Processing personnel resources including: Recruiting and retention; training and mentoring; writing job descriptions and performance appraisals; defining and adhering to departmental and campus policies/procedures. 

Perform administrative functions including: strategic planning; forecasting technical communications needs of the organization; preparing and tracking budgets; measuring quantitative dimensions of communications systems and personnel effectiveness; employ comparative analysis strategies for benchmarking and budgeting.  

Function as an in-house consultant to the campus to determine voice communications and paging requirements for established departments and new construction projects. Research new technologies available and determine applicable benefits to UAMS. Market and promote departmental services.

Manage vendor contracts/services which include: DIS, Teletouch, Windstream, Inter-tel, DCC Emergency Notification System, Bogen overhead paging, Octel voicemail system, Motorola, Compco, Language Line, The Conference Group, AT&T Yellow Pages, and all wireless services.   Develop disaster recovery plans for each service. 

Providing customer service by setting service level expectations, responding to informational and educational requests; validating monthly charges for accuracy and solving problems upon request. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Demonstrate solid technical and analytical skills used to make daily financial and mission critical decisions.  

Exhibit crucial leadership and organizational skills necessary to move the department forward in an ever-changing industry. 

Actively employ good communications and customer service skills to effectively interact with all UAMS internal and external customers.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: Graduation from an accredited college or university with a Bachelors Degree in Communications or Business Administration.
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related):   A minimum of five years of management experience in a technical field, preferably in Telecommunications.  Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



