9004
TELEPHONE OPERATOR

Nat ure of Work: Under direct supervision, perfornms clerical
work at the entry level by operating a swtchboard in a state
agency or facility. Receives calls for staff and/or residents,
conveys information, takes nessages, keeps |logs of calls taken or
pl aced. Information conveyed is typically of a general nature
with no extensive interpretation of rules, regulations, or
policies. Mist be famliar wth facility and staff in order to
properly route calls. Oten perforns routine clerical tasks such
as receiving and sorting mail. Perforns related work as
required.

Exanpl es of Work
Answers and routes incomng calls.
Pl aces | ong di stance and other toll calls and maintains
records.
Di stributes pagers and/or keys.
Mai ntai ns directories, logs, and visitor's passes.
May nonitor enmergency crisis line or fire alarmsystem
May page staff via pager systemor two-way radio.
May act as receptionist.

Know edge, Skills and Abilities
Ability to operate a tel ephone sw tchboard.
Ability to speak clearly and courteously.
Ability to performduties well in stressful situations.
Ability to performroutine clerical tasks.
Ability to maintain effective working relationships wth other
enpl oyees and the public.

M ni mum Qual i fications

Training: Gaduation froma standard hi gh school or the
equi val ent.

Est abl i shed: 12/ 1/ 91
Ef fective: 12/ 1/ 91



