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JOB DESCRIPTION 

 
JOB TITLE: 

Phone Operator/Dispatcher 
FLSA: 

Non-Exempt 
Department: 

Security 
Revised Date: 

10/10/2024 
Security Sensitive: 

Yes 
Grade: 

A-12 
Reports To: 

Director of Facilities 

Job Summary 

Under general supervision of the Director of Facilities, is responsible for operating the central 
telephone system and the dispatch system for security offices. 

 
Essential Functions 
• Serves as switchboard operator for the central telephone system; 
• Initial point of contact for trouble-shooting voicemail issues, resetting passwords and 

assigning voice mail boxes for new employees; 
• 
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• Track mileage on all college vehicles;  
• Accompanies male facilities personnel when they are working in a female housing unit; 
• Maintains confidentiality of information exposed to in the course of business regarding 

students, supervisors or other employees; 
• Contributes to a safe educational and working environment by participating in all drills 

and training and being prepared to take action should a health or safety emergency occur; 
• Requires the 


	Job Summary
	Essential Functions
	Minimums Education, Skills and Abilities
	Work Environment
	Special Requirements

