12-22-88 PRI NC PAL COMMUNI CATI ONS CPERATOR, 1458
CH EF GOWLUN CATI ONS CPERATCR, 1466

Summary of Duti es: Supervi ses a group of enployees engaged in the operation
of a large tel ephone systemand a radi ot el ephone control point; or, plans,
directs and coordinates the work of a |arge group of enpl oyees engaged in the
operation of a Gty-w de radio and tel ephone activity; and perforns rel ated
wor K.

Di sti ngui shi ng Feat ures: A Princi pal Communi cations Qperator supervises
Communi cati ons Q(perators and Seni or Communi cati ons (perators engaged in the
operation of a main Centrex Systemand a multipl e-position radiotel ephone
control point. Enployees in this class assist the Chief Comunications
Qperator with all activities relating to the operation of centralized and
branch tel ephone exchanges and nmay act for the Chief Communications Qperator
inthe latter's absence.

A Chi ef Communi cati ons (perator plans, directs and coordinates the operation
of a large main tel ephone exchange as well as several branch exchanges in
remote | ocations and on various shifts. This class is distinguished fromthe
class of Principal Comrunications Qperator in that the latter is prinmarily
responsi bl e for supervising operations at a single |ocation rather than having
overal |l responsibility for nain and branch | ocations. Under the general
review of an adm ni strative supervisor, enployees in this class may devel op
policy for tel ephone operation and assist in the planning of service

i mprovenents. Work is evaluated according to efficiency of organization.

Exanples of Duties: Principal Communi cations Operator: Super vi ses through
subor di nat e personnel the operation of a main tel ephone exchange and a

r adi ot el ephone control point; assists a Chief Communications Qperator as
required with all activities in connection with planning, coordinating and
supervi si ng the operati on of several branch exchanges and a radi ot el ephone
control point; assists in the determ nation of equi pnent and personnel needs;
conducts telephone traffic studies; investigates and resol ves operating
conmplaints of the public and Gty departnents; devel ops and enforces practices
and procedures for tel ephone and radiotel ephone operation; assunes the duties
of Chief Communi cations Qperator in the latter's absence.

Chi ef Gommuni cations (perator: Pl ans and coordi nates the operation of a |arge
t el ephone exchange and one or nore snaller boards to give service in severa

| ocations and on various shifts; interviews and nmakes recommendati ons for the
sel ecti on of new enpl oyees; plans and supervises training for new

Communi cati ons Q(perators; prepares work schedul es and time sheets, and
mai nt ai ns personnel data; nmay provide general supervision over a

r adi ot el ephone control system

Certifies the accuracy of tel ephone conpany invoices for |ong distance
t el ephone calls; supervises the collection of noney for personal calls; orders
supplies; notifies subordi nates of changes in operating procedures; nmakes or



works with Gty or tel ephone conpany personnel on traffic studies; advises
engi neers on station nunbers to be used for new stations requested; prepares
and nai ntai ns tel ephone operating nmanual s; notifies tel ephone conpany

enpl oyees of service trouble; assists in the preparation of unit budget
requests; may supervise a Principal Communi cations Qperator engaged in these
activities; and nay coordi nate publication of tel ephone directories.

Enpl oyees of these classes nmay occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energenci es.

Qualifications:

Pri nci pal Chi ef
Communi cati ons Comuni cat i ons
Knowl edges: Qoer at or Qoer at or
Tel ephone t echni ques,
practices and
pr ocedur es; Good CGood
A erical procedures,
filing, and record
keepi ng necessary to
the operation of tele-
phone exchanges; Good CGood
Safety rules, principles
and practi ces; Good CGood
Functions of the various
Gty departnments and
ot her gover nrrent al
agencies in the Los
Angel es area; Good CGood
Supervi sory principles
and practi ces; Good CGood
Qualifications:
Pri nci pal Chi ef
Communi cati ons Comuni cat i ons
Know edges: Qoer at or Qoer at or
Principl es and practices
of enpl oyee training; Good CGood

Laws and regul ati ons
related to equa



enpl oynent opportunity
and affirmative action; Wor ki ng VWor ki ng

Menor anda of

under st andi ng as t hey

relate to subordinate

per sonnel ; Wr ki ng VWor ki ng

Principl es and t echni ques
of radio tel ephone

operati on; Wr ki ng VWor ki ng
Gty personnel rules,
pol i cies and procedures; CGener al VWor ki ng
Pri nci pal Chi ef
Communi cati ons Comuni cat i ons
Abilities: Qoer at or Qoer at or

perate a tel ephone

swi tchboard or Centrex

consol e with speed

and accur acy; X X

Speak clearly and
pl easant | y; X X

Hear and under st and
speech in any tone
of voi ce; X X

Question callers in

troubl e or desiring

information intelli-

gently and di pl o-

matical l y; X X

Deal tactfully and
effectively with
enpl oyees and the

publ i c; X X

Pri nci pal Chi ef

Comuni cat i ons Communi cat i ons
Abilities: Qper at or Qper at or

Think clearly and
act quickly in



emer genci es; X X

Menori ze tel ephone
nunbers, nanes, and
departnent functions; X X

Per f orm m scel | aneous
clerical work; X X

Instruct and train

t el ephone operators

or supervi se and

pl an such trai ning; X X

Supervi se and revi ew

the work of a group

of Communi cati ons

Qper at or s; X X

Pl an, organi ze, coordinate

and supervi se the work of

Communi cati ons Qperators

and Seni or Communi cati ons

Qperators on several shifts

and in various |ocations; X X

Two years of full-tinme paid experience as a Senior Conmmuni cations Qper at or
engaged in the supervision and operation of a multiple position swtchboard or
Centrex Systemis required for Principal Communi cations Qperator

Four years of full-tinme paid experience in a class at least at the | evel of
Seni or Communi cati ons (perator engaged in the supervision and operation of
mul tiple position radi o dispatch consol es or tel ephone switchboards is
required for Chief Communicati ons (perator.

License: Both d asses: Avalid California driver's license and a good
driving record may be required prior to appointnent.

Physi cal Requirenents: Both { asses: Strength to performaverage lifting of
| ess than 5 pounds and occasi onally over 15 pounds; arm hand, and finger
dexterity involved in activities such as reaching, handling, and feeling; good
speaki ng and hearing ability; and good eyesight.

Persons with medical limtations may, with reasonabl e accomrodati ons, be
capabl e of perfornming the duties of sone of the positionsin this class. Such
determ nation nmust be made on an individual basis in light of the person's
[imtations, the requirements of the position, and the appointing authority's
ability to effect reasonabl e accomodati ons to the person's limtations.

As provided in Gvil Service Commission Rule 2.5



and Section 4.55 of the Adninistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | be.



