Telecom Services Representative

Role:    Coordinate department’s telecommunications services, and assist staff in telephone and voicemail use.

Responsibilities: 

· Arrange telephone and voicemail repairs through Telecom Services.

· Prepare and submit requests for telephone installations or adds, moves, and changes within the department. 

· Prepare and submit requests for interactive voice recognition database changes, including additions and deletions within the department.

· Guide employees in selecting telephone equipment, features, and services.

· Train new users on the proper use and features of the telephone system.

· Relay information regarding telephone services from Telecom Services to affected employees.

· Advise Telecom Services of construction or remodeling projects that could affect telephone services.

· Maintain accurate and current records of the design of the telephone services for assigned area.

· Ensure that all telecom services and equipment are charged to the correct account.

· Assist department in determining whether telephone charges conform to Laboratory telephone use policy, and report deviations to management.

· Make certain that an assigned person from department sends Telecom Services a memo each month stating charges have been reviewed, and conform to above policy.

Accountabilities:

· To staff, for effective telecommunications service.

· To organization management, for effective use of telecommunications expenditures.

· To Telecom Services, for timely conveyance of information.

Authorities:

· Advise staff on telecommunications use and service.

· Identify and report deviations from Laboratory telephone use policy to organization management.
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