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FINAL TASK LISTING

                                                      CLASS:  Telecommunications Systems Manager I (Supervisor)
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Performs as the departmental skilled experts on telecommunications to meet the needs of client entities using FCC Rules and Regulations, Microsoft Office Professional Suite, SAM Manual, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager. 

	2. 
	Performs as team member and/or team leader in order to develop and implement projects utilizing the principles of project management and project management tools, as appropriate, under the direction of the Supervisor or Manager.

	3. 
	Provides training on telecommunications activities, policies, procedures and tools to ensure staff and client entities can effectively and efficiently achieve their mission using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	4. 
	Develops policies in order to provide direction to staff and client entities using manuals, computer software programs, Department policies and statutory mandates, industry standards, memoranda of understanding, management memos, etc. under the direction of the Supervisor or Manager.

	5. 
	Develops procedures in order to provide direction to staff and client entities using manuals, computer software programs, Department policies and statutory mandates, industry standards, memoranda of understanding, management memos, etc. under the direction of the Supervisor or Manager.

	6. 
	Develops contracts and contract requirements for internal or external clients in order to define effective equipment and service level performance and to comply with regulatory requirements using Division standards, industry standards, etc. under the direction of the Supervisor or Manager..

	7. 
	Develops appropriate material for presentations before groups, organizations, and government officials in order to train, educate, and communicate policies and procedures to ensure staff and client entities can effectively and efficiently achieve their mission using manuals, computer software programs, Department policies, statutory mandates and management memos, etc. under the direction of the Supervisor or Manager..

	8. 
	Acts as Division liaison in order to facilitate effective communication between client entities, contractors, utilities, consulting firms, State employees and management, and other entities regarding telecommunications issues and or projects using manuals, computer software programs, Department policies, statutory mandates and management memos, etc. under the direction of the Supervisor or Manager.

	9. 
	Provides consulting services to client entities in managing, planning, budgeting, and procuring telecommunications systems and services in order provide advice, identify contract vehicle options, develop and interpret statistical reports, and incorporate emerging technologies to meet the critical operational requirements of the State using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	10. 
	Assists client entities in managing, planning, budgeting, and procuring telecommunications systems and services in order provide advice, identify contract vehicle options, develop and interpret statistical reports, and incorporate emerging technologies to meet the critical operational requirements of the State using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	11. 
	Manages programs and projects in order to meet telecommunications requirements of the State using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	12. 
	Performs fiscal, operational and project reviews in order to ensure system and service efficiencies using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	13. 
	Prepares correspondence (i.e., letters, memorandums, issue papers, etc.), reports, and supporting documentation to client entities, service providers, management and the public, etc. in order to respond to telecommunications issues using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	14. 
	Researches new technologies to identify trends that may impact budget planning, policies, & procedures utilizing technology publications, conferences, and the Internet, etc. under the direction of the Unit or Section Supervisor.

	15. 
	Facilitates meetings in order to obtain and provide information regarding telecommunications projects, internal business needs, and user forum groups etc. using computer software programs, etc. under the direction of the Supervisor or Manager.

	16. 
	Leads meetings in order to advance telecommunications projects or business needs using computer software programs, etc., under the direction of the Supervisor or Manager..

	17. 
	Facilitates interaction and coordination between staff and customers in resolving issues by assigning, developing, and utilizing resources to establish and maintain project priorities and promote accountability for customer services under the direction of the Supervisor or Manager.

	18. 
	Performs inventory management for client entities in order to maintain property inventory control (i.e., equipment, parts, facilities, etc.) using inventory records, computer software programs, policies and procedures under the direction of the Supervisor or Manager.

	19. 
	Performs telecommunications studies (i.e., site selection, propagation and coverage calculation survey, etc.), using computer software programs in order to provide information to the telecommunications users, under the direction of the Supervisor or Manager. 

	20. 
	Analyzes data (i.e., networks, budgets, evaluation reports, needs assessment, etc.) and equipment using computer software programs, etc., in order to provide recommendations to the telecommunications users, under the direction of the Supervisor or Manager. 

	21. 
	Advises management, client entities in managing, planning, budgeting, and procuring telecommunications systems and services in order to meet telecommunications requirements of the State using manuals, computer software programs, Department policies and statutory mandates, management memos, etc. under the direction of the Supervisor or Manager.

	22. 
	Plans the work activities of subordinate employees in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager. 

	23. 
	Supervises the work activities of subordinate employees in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	24. 
	Assigns work to subordinate employees in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	25. 
	Establishes consistent performance standards and expectations throughout the work unit in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	26. 
	Applies consistent performance standards and expectations throughout the work unit in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	27. 
	Monitors work of subordinate employees to ensure that it meets quality, quantity, and timeliness standards in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	28. 
	Encourages subordinate employees in taking responsible risks to develop improved or innovative solutions to work-related problems in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	29. 
	Completes employee performance evaluations and probationary reports (indicating accomplishments, performance goals, and areas of improvement) in order to meet the business needs of the organization using departmental personnel policies and procedures, MOU, etc., under the direction of the Supervisor or Manager.

	30. 
	Provides coaching to subordinate staff relating to the tasks of the job to improve performance and productivity under the direction of the Supervisor or Manager.

	31. 
	Applies appropriate disciplinary action to employees in the work unit under the direction of the Supervisor or Manager.

	32. 
	Hires new employees into the work unit or division in accordance with established departmental and control agency personnel practices and rules under the direction of the Supervisor or Manager.

	33. 
	Administers provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees under the direction of the Supervisor or Manager.

	34. 
	Promotes the department’s equal employment opportunity policies and practices in making hiring decisions and employment decisions under the direction of the Supervisor or Manager.

	35. 
	Provides appropriate training to staff relating to the tasks of the positions in the work unit or division under the direction of the Supervisor or Manager.

	36. 
	Apprises 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 under the direction of the Supervisor or Manager.
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