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FINAL EDITED TASK LISTING

                                                            SR. TELECOMMUNICATIONS ENGINEER:


       NOTE:  Each position within this classification may be required to possess all or some of these knowledge and abilities.

	Task #
	Task

	
	



	
	SUPERVISION

	1. 
	Plan, supervise, direct, and oversee the work activities of subordinate employees to produce operational telecommunications systems.

	2. 
	Assign and delegate work to subordinate employees to maximize work efficiency.

	3. 
	Establish and implement consistent performance standards and expectations within the engineering unit to accomplish the goals and objectives of the Department.

	4. 
	Monitor work of subordinate employees to ensure that it meets quality, quantity, and timeliness standards in accordance with Division standards and procedures.

	5. 
	Follow-up on the results of staff work assignments and projects to ensure a reliable product.

	6. 
	Set up controls to ensure the timely completion of staff work projects using time-management software.

	7. 
	Encourage and support subordinate employees in taking responsible risks to develop improved or innovative solutions to work-related problems.

	8. 
	Recognize the efforts and accomplishments of staff and appropriately acknowledge employees achievements.

	9. 
	Complete and discuss employee performance evaluations and probationary reports in a timely manner with employee (indicating accomplishments, performance goals, and areas of improvement).

	10. 
	Document employee performance accurately for coaching, counseling, and disciplinary activities following departmental guidelines.

	11. 
	Coach and/or mentor subordinate staff relating to the tasks of the job to improve performance and productivity.

	12. 
	Resolve performance problems by planning and implementing measures to improve employee performance by utilizing the Departments progressive discipline process.

	13. 
	Determine the need for appropriate disciplinary action for employees in the work unit to improve employee performance by utilizing the Departments progressive discipline process.

	14. 
	Recommend and apply appropriate disciplinary action for employees in the work unit to improve employee performance by utilizing the Departments progressive discipline process.

	15. 
	Conduct interviews with candidates for employment to determine the appropriateness of candidate qualifications to current job requirements and expectations for job performance in compliance with state and federal guidelines.

	16. 
	Make recommendations to hire new employees into the work unit or division in accordance with established departmental and control agency personnel practices and rules.

	17. 
	Interpret and comply with the provisions of collective bargaining agreements (MOU) to ensure compliance in the course of supervising represented employees.

	18. 
	Promote and adhere to the department’s equal employment opportunity policies and practices in making hiring decisions and employment decisions.

	
	WORK UNIT OPERATIONS

	19. 
	Develop policies and procedures to provide for the effective operation of the engineering unit to accomplish the goals and objectives of the division.

	20. 
	Establish performance goals and expectations for the engineering unit in accordance with the goals and objectives of the Division.

	21. 
	Analyze and evaluate the level of service provided to customers/clients by the engineering unit to ensure quality products and customer satisfaction.

	22. 
	Involve subordinate employees in planning work activities (i.e., scope, schedule, and resources) to ensure timely completion of work assignments and projects. 

	23. 
	Shift priorities, staff, and resources to maximize the productivity and/or effectiveness of the engineering unit.

	
	TRAINING

	24. 
	Conduct training needs analyses to determine the level and type of training needed by subordinate staff.

	25. 
	Provide on-the-job training, formal classes and seminars available for staff development to meet training needs of staff.

	
	BUDGET

	26. 
	Assist the Project Manager with monitoring project expenditures to ensure project stays within approved budgetary allocations using various departmental software programs.

	27. 
	Identify budget revisions/augmentation needs (such as position, equipment, and supply order changes) to ensure that budget allocations meet resource and expenditure requirements.

	
	PROGRAM MANAGEMENT

	28. 
	Implement new policies, procedures, and business processes of programs, ensuring appropriate staff training, customer/client interaction, and overall planning to minimize disruption to staff and program/engineering work unit performance.

	29. 
	Identify opportunities for collaboration and cooperation with other units, sections, and divisions.

	30. 
	Represent the work unit at meetings with executive management in order to update them on project status.

	31. 
	Prepare statistical reports and summaries for management on issues related to departmental programs and services utilizing various computer software programs.

	32. 
	Review and analyze reports, memos, manuals, policies, legislative and/or regulatory requirements applicable to work unit operations to determine impact on work unit/program operations and staff.

	33. 
	Identify, analyze, and evaluate problems and issues relating to work unit programs, procedures, business processes, and/or policies to determine degree of impact to the delivery of completed work products, services, and/or deliverables.

	34. 
	Develop solutions for problems relating to work unit programs, procedures, business processes, and/or policies to mitigate the degree of impact to the delivery of completed work products, services, and/or deliverables.

	
	COMMUNICATION

	35. 
	Communicate Department/Division goals and objectives to subordinate staff to accomplish the Department’s/Division’s mission.

	36. 
	Apprise management of status and progress of work unit operations, including the delivery of products and services and issues or problems with potential impact on the completion of work assignments or the meeting of departmental and work unit goals and objectives.

	37. 
	Serve as liaison with other State and local agencies, including control agencies; federal regulatory agency staff; vendors and consultants; and/or, the public to resolve or address problems or issues affecting division operations or objectives.

	38. 
	Participate in meetings with a variety of participants, including other departmental staff, staff from other State agencies, representatives of federal and State regulatory and/or control agencies, consultants, vendors, and/or the public to represent the Division.

	
	PROJECT MANAGEMENT

	39. 
	Review and evaluate proposals and contracts (such as RFPs, feasibility study reports, and economic analyses) submitted by vendors and consultants to determine the appropriateness of given project specifications and/or to select among competing proposals.

	40. 
	Ensure subordinate employees timekeeping is kept up-to-date on a daily basis to ensure accurate billing and project management using departmental and division timekeeping software systems. 

	41. 
	Review, evaluate, and approve/disapprove proposed technical designs from subordinate staff to ensure technical accuracy.

	42. 
	Provide technical support and training to subordinate staff on engineering practices and design to improve employee performance.

	43. 
	Assist clients and customers in the planning of various telecommunications systems to ensure they meet their telecommunications needs.

	44. 
	Review and evaluate telecommunications engineering surveys, studies and special research projects completed by subordinate staff.

	45. 
	Locate and negotiate space for new and modified telecommunication systems utilizing existing state and federal regulations.

	46. 
	Apply for appropriate license for new and modified telecommunication systems utilizing existing state and federal regulations.

	47. 
	Keep current with new or existing regulatory and industry standards to determine the possible effects on the implementation of new and/or upgrades to existing telecommunication systems.


