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                                                      CLASS:  TELECOMMUNICATIONS MAINTENANCE SUPERVISOR I
     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	PROGRAM MANAGEMENT

	1. 
	Assists in the development of standards, policies and procedures for public safety telecommunications systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II. 

	2. 
	Assists in the maintenance of standards, policies and procedures for public safety telecommunications systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	3. 
	Assists in the review of standards, policies and procedures for public safety telecommunications systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	4. 
	Reviews the activity of the Telecommunications Technicians in their areas in order to manage and prioritize equipment installation and maintenance using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	5. 
	Coordinates field activities of the Telecommunications Technicians in their areas in order to manage and prioritize equipment installation and maintenance using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	6. 
	Assists in writing radio maintenance memorandums for dissemination to field supervisory and technician staff  using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc.,  under the general direction of Telecommunications Maintenance Supervisor II.

	7. 
	Assists in writing procedures for dissemination to field supervisory and technician staff using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	8. 
	Drafts letters and reports for management using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc., under the general direction of Telecommunications Maintenance Supervisor II.

	9. 
	Reviews work in progress to ensure deadlines are met for the implementation of public safety communication systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	10. 
	Analyzes work load distribution to ensure deadlines are met for the implementation of public safety communication systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	11. 
	Resolves work load problems to ensure deadlines are met for the implementation of public safety communication systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II. 

	12. 
	Reviews project reports from field staff and project management unit for the purpose of maintaining public safety radio records using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.  

	13. 
	Participates in statewide after hours maintenance standby program to ensure the delivery of public safety communications using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.

	14. 
	Coordinates duties in resolving problems relating to public safety communication services using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.  

	15. 
	Acts as liaison with client agencies, engineering units, local governmental jurisdictions in the resolution of complaints using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.    

	16. 
	Acts as focal point in resolving labor relation problems affecting Telecommunications maintenance employees using the Memorandum of Understanding (MOU), Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.  

	17. 
	Travels to communication sites located in various cities and/or remote mountaintop locations within the State of California for the purpose of overseeing and coordinating the installation and maintenance of telecommunications equipment using conventional and non-conventional vehicles such as cars, trucks, 4-wheel drive trucks, snow cats, helicopters, boats, horseback, hiking, snowshoeing and skiing under the general direction of Telecommunications Maintenance Supervisor II.  

	18. 
	Reviews job-related activities such as service orders showing work performed, location of equipment, time and parts used for repairs and/or modifications, weekly time sheets, travel claims, FCC licenses, vehicle logs, etc., for the purpose of maintaining public safety radio records and client billing using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.   

	19. 
	Resolves conflicts relating to the 24-hour/day, 7 day/week, 365 days/year emergency call-out program to perform and/or facilitate emergency equipment repairs anywhere within the State of California in order to maintain public safety radio systems using the Telecommunications Division Manual, FCC rules and regulations, division computer systems, etc. under the general direction of Telecommunications Maintenance Supervisor II.    

	20. 
	Resolves safety issues such as fire dangers, gas leaks, structural damage to radio sites, heating and cooling equipment operation, general site cleanliness, rodent infestations, etc., using visual observations/inspections against previously noted conditions to ensure public safety radio systems under the general direction of Telecommunications Maintenance Supervisor II.   

	21. 
	Establishes effective working relationships with internal and/or external public safety client agencies to install and maintain telecommunications electronic equipment to maintain public safety radio systems under the general direction of Telecommunications Maintenance Supervisor II.   

	22. 
	Maintains effective working relationships with internal and/or external public safety client agencies to install and maintain telecommunications electronic equipment to maintain public safety radio systems under the general direction of Telecommunications Maintenance Supervisor II.   

	SUPERVISION

	23. 
	Supervises multiple Telecommunications Technicians and clerical staff covering an assigned geographical area to ensure the delivery of public safety communications in compliance with DPA, SPB and DGS personnel procedures under the general direction of Telecommunications Maintenance Supervisor II.   

	24. 
	Documents employee performance for coaching, counseling, and disciplinary activities by maintaining current personnel files in accordance with DPA rules and regulations and Departmental policies and procedures under the general direction of Telecommunications Maintenance Supervisor II.   

	25. 
	Serves on exam panels or interview panels to hire and to assess employee readiness for promotions in accordance with SPB rules and regulations, and EEO practices utilizing sound management and personnel practices under the general direction of Telecommunications Maintenance Supervisor II.   

	26. 
	Recognizes the efforts and accomplishments of staff and appropriately celebrates employee achievements through positive verbal/written feedback when appropriate under the general direction of Telecommunications Maintenance Supervisor II.   

	27. 
	Interprets provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees using the MOU bargaining contracts, DPA and SPB rules and regulations under the general direction of Telecommunications Maintenance Supervisor II.   

	28. 
	Promotes the department’s equal employment opportunity policies and practices in making hiring decisions and employment decisions under the general direction of Telecommunications Maintenance Supervisor II.   

	29. 
	Promotes the department’s Equal Employment Opportunity program by maintaining a work environment that is free of discrimination and harassment utilizing various resources (e.g., training, laws, rules, regulations, departmental policies and procedures etc.) under the direction of management.

	30. 
	Initiates in the Progressive Disciplinary process to correct and/or improve an employee’s performance and behavior or address issues of substandard performance by utilizing various resources (e.g., Individual Development Plan, Employee Assistance Program, probationary reports, training records, etc.) in accordance to DPA, laws and rules and regulations and departmental policies.

	31. 
	Participates in the Progressive Disciplinary process to correct and/or improve an employee’s performance and behavior or address issues of substandard performance by utilizing various resources (e.g., Individual Development Plan, Employee Assistance Program, probationary reports, training records, etc.) in accordance to DPA, laws and rules and regulations and departmental policies.

	BUDGET

	32. 
	Provides input to management for the annual budget process including the review and approval for capital equipment, operating expense line item detail and personnel requirements via verbal and/or written communication in compliance with Fiscal Services guidelines, etc.  

	33. 
	Prepares requests to acquire equipment by developing purchase estimates, writing specifications, reviewing and approving bids, investigating newer state-of-art test equipment, and monitoring expenditures in compliance with Procurement guidelines and the Telecommunications Division Manual under the general direction of Telecommunications Maintenance Supervisor II.   

	TRAINING

	34. 
	Oversee the training of staff by assessing training needs and coordinating training schedules to ensure all training requirements are met and to aid in their professional development by utilizing in-service and out-service training programs, training records internal audit tools, etc., under the general direction of Telecommunications Maintenance Supervisor II.   

	35. 
	Evaluates activities of assigned staff to ensure all training requirements are met and to aid in their professional development utilizing the Department’s policies and practices under the general direction of Telecommunications Maintenance Supervisor II.   

	36. 
	Plans the training needs of the next fiscal year for regional and statewide telecommunications programs to ensure all training requirements are met and to aid in their professional development by utilizing in-service and out-service training programs, training records internal audit tools, etc., under the general direction of Telecommunications Maintenance Supervisor II.   
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