ORANGE COUNTY CLASS SPECI FI CATI ON

TI TLE: TELEPHONE OPERATOR || GRADE: 5

TI TLE ABBREVI ATI ON: TEL OP 11 TITLE NO : 6765
JURIS. CL: C SALARY CCDE: 01 UNIT: ~ EEO CODE: AS FLSA CODE: NE
DEPARTMENT: VARI OQUS Dl VI SI ON:

SUPERVI SOR' S Tl TLE: VARl QUS

DI STI NGUI SHI NG FEATURES OF THE CLASS: The work involves responsibility
for operating a tel ephone switchboard utilizing a conputerized console
and for performng ancillary reception and clerical tasks. The work is
carried out in accordance wth County and departnent policy and
procedures and involves projecting a courteous and hel pful inage both
on the tel ephone and in person while providing both tel ephone and face-

to-face informational assistance. This class differs from that of
Tel ephone Operator | by virtue of having increased inter-personal
responsibilities with staff and the public. Wrk is perfornmed under

the general supervision of the assigned supervisor with | eeway allowed
for the exercise of independent judgnment in screening and directing
calls and people. Wen assigned to Residential Health Care Services,
I nvol ves working shifts and weekends. Does related work as required.

TYPI CAL WORK ACTI VI Tl ES:

1. Recei ves and rel ays incom ng calls;

2. Pl aces or assists enployees in placing |ong distance or outgoing
cal | s;

3. Provides information and directions to staff, delivery personnel

and the general public both in person and on the tel ephone;
4. Sorts mail to nmail boxes and gives to staff upon request;

5. Mai ntains wupdated lists of phone extensions and |ocation, and
ener gency tel ephone nunbers;

6. Di stributes payroll checks to enpl oyees on paydays;

7. Operates an intercom and pager system
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8. Trains or assists with training new or relief personnel;

9. Performs routine clerical tasks including but not |limted to:
i nci dent al typi ng, sorting rmail, ordering supplies, and
col l ecting nonies from vendi ng machi ne vendor for staff who have
| ost noney in the machi nes;

10. Tests equipnent daily to insure all lines are in working order;
reports switchboard and/or station trouble to supervisor;

11. At Residential Health Care Services, conmunicates potential
energencies or disasters through announcenent of various codes
via the intercom system

12. At Residential Health Care Services, collects nonies for guest
neal trays and notifies kitchen of nunber for guest neals;

13. \When assigned to the Departnment of Social Services, may oversee
and direct the work of enployees in the title of Telephone
Operator |.

FULL PERFORMANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL

CHARACTERI STI CS: Good know edge of the operation of a conputerized
t el ephone consol e; good know edge of departnent organization and its
policies and procedures; good know edge of telephone manners; ability
to handle energency situations; ability to understand and follow
sinple instructions, both oral and witten; ability to maintain
various telephone 1logs; ability to display courtesy, tact and
effectiveness in dealing with others on the tel ephone and in person;

physi cal condition conmensurate with the demands of the position.

M NI MUM QUALI FI CATI ONS:  Ei t her:

(A) One (1) year of office clerical experience which shall have
i ncl uded operating a nulti-line tel ephone or sw tchboard; OR
(B) Six (6) nonths full time experience operating a nulti-Iline

t el ephone or sw t chboard.
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