COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
SWITCHBOARD OPERATOR

PAY GRADE:
C-3

OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:

To provide public contact work and employee assistance in the operation of a telephone and switchboard.

PREREQUISITES FOR POSITION (Qualification Standards):

I. Education or training: High school diploma or equivalent required.

2.
Years of experience in field: One year of experience in the operation of a push-button electronic switchboard required.

3.
Special skills or abilities related to position: Positive human relations’ skills.  Ability to

speak clearly and distinctly in a well-modulated and pleasant voice, using correct grammatical construction and choice of words.  Ability to speak English clearly and distinctly.  Ability to remember accurately, within a reasonable training period, the names and location of college personnel.

Ability to understand essential departmental operations.  Ability to react quickly and calmly in placing and receiving calls of an emergency nature.  Ability to operate a switchboard under conditions of heavy load, calmly and efficiently.  Ability to keep records accurately.  Ability to understand and follow oral and written instructions.  Ability to type.

ESSENTIAL JOB FUNCTIONS:
I.
Answer incoming local and long distance calls, making proper connection to person or department requested.  Place long distance outgoing calls and long distance information calls.

2.
Answer routine non-technical questions and refer other questions to proper persons.

3.
Keep an accurate log of all long distance calls, collect calls, international calls, and telegrams made through the switchboard.

4.
Perform related receptionist work, directing people to the proper offices and giving routine information.

5.
Per-form system administration on phone system during the absence of the Manager of Staff Services.  Trains new relief personnel in switchboard operation.
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ESSENTIAL JOB FUNCTIONS (Continued):

6.
As time allows, perform routine typing for Staff Services.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Sitting.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Building 35, Room 102, Ocala Campus

SUPERVISOR OF POSITION:

Manager CF Printing and Postal Services
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