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	South Coast Air Quality Management District

RADIO TELEPHONE OPERATOR

$2,912 to $3,606 per month

We offer a 4/10 work week and great benefits!


WHO WE ARE

The South Coast Air Quality Management District (AQMD) is one of the largest and most sophisticated environmental regulatory agencies in the country.  Headquartered in Diamond Bar, California, where the 60 and 57 Freeways meet, we serve a four-county region that includes all of Orange County and parts of Los Angeles, Riverside and San Bernardino counties, an area that is home to more than 17 million people.  With a highly diverse "Clean Air Team" of over 800 employees, and an annual budget of $132 million, our mission is to ensure clean air and a healthy environment.

about the job

AQMD has a team of seven Radio Telephone Operators in the Communications Center of the Public Affairs Office.  This group handles a range of responsibilities, including: responding to air quality complaints and other telephone calls related to our Cut Smog program; maintaining communication with AQMD's field inspectors; performing data entry to ensure accurate recordkeeping; and performing other tasks as assigned.  We are currently recruiting for two vacancies and will be creating a list from which these and future vacancies may be filled.

This is a high-volume telephone center and incumbents work rotating 40-hour shifts within a Monday through Saturday timeframe, starting as early as 6:00 a.m., and ending as late as 9:00 p.m.  The schedule for this assignment consists of four 10-hour days, with an initial Tuesday through Friday, 8:30 a.m. to 7:00 p.m. schedule.  Rotation of assignments could occur three to four times a year.

This is a critical job in this organization!  The Communications Center is frequently the first point of contact for citizens who are seeking assistance or are concerned about air pollution problems affecting the health of their families or communities.  That means that the staff in the Center must be good listeners and diplomatic and skilled at representing AQMD positively to the caller, while gathering all information needed to determine what follow-up is appropriate and how to dispatch the call.  The most competitive candidates will possess directly related experience in a heavy call-volume environment, have excellent customer service and communication skills, and be flexible, dependable, computer literate, and quick and accurate with data entry and other recordkeeping.
EsSENTIAL DUTIES

The following represent the essential core duties of the job:

· Transmits messages to field employees, via Nextel communication device or by conventional land phone, receives and records or routes feedback and messages from mobile units; dispatches complaints received from the public to appropriate field personnel; and determines which requests for assistance are non-routine and refers them to a lead person or supervisor for handling and resolution.

· Transmits special broadcasts or warnings related to air quality problems or incidents to schools and industry.

· Receives and places telephone calls relating to assignments and messages; and acts in a liaison capacity, after hours, when the Center becomes AQMD's primary point of contact for communications, some of which are urgent in nature.

· Enters data into standardized Word, Access, and Excel formats from a variety of sources; retrieves and updates data for a variety of computerized recordkeeping systems; and reviews and corrects data, as necessary, to ensure accuracy.

· Files documents in alphabetical, numerical, chronological, and subject matter order, and prepares and maintains records, logs and rosters.

· Performs clerical duties related to other aspects of the Public Affairs program, as needed, or as time permits.

· May act for the supervisor, as required.

minimum Requirements

EXPERIENCE:
One year of experience as a receptionist using multiple lines, a radio or telephone operator, a dispatcher or announcer, which included clerical duties.

SUBSTITUTION:  (Option 1) Completion of 18 semester (27 quarter) units from an accredited college in secretarial sciences, office practices, business education, or a closely related field --- OR --- (Option 2) completion of 360 hours of training from a recognized occupational training program in secretarial sciences, office practices, business education, or a closely related field AND one year of experience performing journey-level clerical work, may be substituted for the required (specialized) experience.

SKILL:  30 net words per minute.

KNOWLEDGE OF:  Office and recordkeeping practices including alphabetical, numerical, chronological, and subject matter filing procedures; and use of standard office equipment, including typewriters, copiers, and computers.

ABILITY TO:  Operate all related equipment; learn and apply proper procedures and rules; accurately input data into standardized computer formats and maintain logs and records; effectively communicate with the public and AQMD employees to obtain and transmit information; speak clearly and concisely in English; understand and follow verbal and written instructions; work under stress with speed and accuracy; exercise good judgment in emergency situations; and establish and maintain cooperative relations with AQMD staff and all others contacted in the course of work.

CURRENT BENEFITS

AQMD participates in an excellent retirement program and pays the majority of the monthly contribution on your behalf; the amount paid by employees varies, depending upon age upon hire. ♦ Employees pay only the Medicare portion of Social Security. ♦ AQMD provides a monthly lump sum for the purchase of medical, dental, basic life insurance, and vision care; the unused portion goes to the employee. ♦ A Section 457 Deferred Compensation Plan and Section 125 Medical Reimbursement Plan are available. ♦ AQMD provides paid life insurance coverage, holidays, sick leave, and vacation time. ♦ Our beautiful headquarters building has an on-site cafeteria, fitness center and childcare center (for children from six weeks to six years).

DEADLINE & HOW TO APPLY
This position will remain open until a sufficient number of qualified candidates have applied,

OR UNTIL 5:00 PM, TUESDAY, FEBRUARY 3, 2009, WHICHEVER COMES FIRST.

Submit your application by regular mail, e-mail it as a Word attachment to hrapply@aqmd.gov or fax it to 

(909) 396-3325.  We are open from 7:00 am – 5:30 pm, Tuesday through Friday (closed Mondays).
Because of the high volume of interest in our jobs, we may close this recruitment EARLY, without notice!

SO APPLY NOW to ensure your ability to be considered.

READ CAREFULLY -- TO BE CONSIDERED, YOU MUST SUBMIT ALL OF THE FOLLOWING:

1)
A fully completed, detailed AQMD application, as attached, which covers at least the past ten years of employment (or longer, if you have other relevant experience).
2)
A list of four work references (not peers), on the form attached to the application for this purpose.

3)
Responses to the Willingness Questionnaire which follows.

4)
Acceptable documentation of education claimed in lieu of experience must be submitted to HR, in the manner detailed below, no later than February 17, 2009.  See the information which follows on what constitutes acceptable documentation of education.  (AQMD employees must provide such documentation in the same manner as outside candidates, unless documentation of relevant education is already on file.)
VERIFICATION OF EDUCATION

What Constitutes Acceptable Documentation That You Possess Qualifying Education Claimed?
Acceptable documentation consists of original, official transcript(s) covering all qualifying education claimed.  Original, official transcript(s) must be mailed directly to AQMD, in an unopened envelope, by the accredited U.S. college(s) or university(ies) granting the degree/qualifying units.  Direct the transcripts to P. Giffen, RE:  job posting #08:24:BB, c/o Human Resources, no later than 5:00 pm, February 17, 2009.
If you have had your original, official transcript(s) mailed to us for a prior recruitment, or you know they are already in your personnel file, you do not need to have that information resent; however, please be sure to indicate this when submitting your application.

If your original, official transcript is not on file with us, your name cannot be forwarded to hiring managers for consideration when we get to that part of the selection process – even if you are otherwise successful in the process and eligible for appointment.  Therefore, to avoid any last minute delays in your ability to be considered, please request your transcripts immediately.

Validating College Units or Degrees From a Foreign Country

College units/degrees earned in a foreign country may be accepted only under one of the conditions detailed on the document provided on the Employment Opportunities page at www.aqmd.gov labeled “ESTABLISHING FOREIGN DEGREE EQUIVALENCY.”

Requirements for AQMD Employees

For specifics on how existing employees can satisfy this degree verification requirement, AQMD employees should go to Q:\FORMS\HR\REQUIREMENTS FOR VERIFYING EDUCATION.

SELECTION PROCESS

· The selection process is expected to consist of the following steps: applications will first be screened to the minimum qualifications and, secondly, to applicants with the most competitive or directly transferable experience.  The selected candidates will be invited to performance-based skills testing to evaluate: ability to read and follow instructions; typing speed and accuracy; data entry speed and accuracy; MS Word, and composition, grammar, syntax, spelling, punctuation, and editing skill and ability.  Based on performance in the above skills testing, the most competitive candidates will be advanced to a Qualifications Appraisal Panel interview, from which a list of eligible candidates will be created.  The final step in the selection process will be hiring interviews of eligible candidates.
· GENERAL POLICY ON RETAKING TESTS  Applicants who have taken any of these performance tests:
· Within the past six months may not take them again; your previous scores will stand.

· More than six months from the test date but less than 12 months ago, may choose to let their prior scores stand or may retake any or all of these tests.  If taken again, the new score(s) will be used for this recruitment.

· More than one year ago must take these tests again.

· Applicants with a passing typing score of 30 wpm or above will not be required to take the typing test, provided the test was administered by AQMD’s Human Resources division and evidence of typing speed is on file.

· At each successive step of the selection process, only the most competitively qualified will advance to the next step, based on a natural break in the scores resulting from evaluation of candidate performance by subject matter experts.

· AQMD reserves the right to modify the selection process, as needed, based upon the qualifications and numbers of applicants.

NOTE:  AQMD reserves the right to screen to candidates who

present the most highly competitive combination of education, training,

background, skills, and ability for this assignment, as is the agency’s consistent practice.

SPECIAL NOTES:

1)
Applicants who are special disabled veterans, veterans of the Vietnam era, and other eligible veterans should submit a copy of their DD214 along with their application package.
2)
References will be checked on all finalists, but only after notifying them they are in final consideration.
3)
The selected candidate must pass a physical examination paid for by AQMD, prior to actual appointment to the position.
4)
If special accommodation for a disability is needed during the selection process, please call (909) 396-2800.

WE PROUDLY PROMOTE DIVERSITY IN EMPLOYMENT
SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT

21865 Copley Drive, Diamond Bar, CA 91765
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SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT

Willingness Questionnaire for

RADIO TELEPHONE OPERATOR
PRINT YOUR NAME: _______________________________________________________

INSTRUCTIONS:  For EACH of the following, check the box to the right that indicates your answer.
If you answer NO to any question, please explain in the space provided.

	ARE YOU:
	YES
	Most of the time
	NO
	If you answer NO, please explain:

	· Willing to work four 10-hour days within a
6:00 am to 9:00 pm timeframe?
	
	
	
	

	· Willing to rotate your work shift, with notice, to another day or time, within a Monday through Saturday timeframe?
	
	
	
	

	· Willing and able to work occasional weekends, if necessary?
	
	
	
	

	· Willing and able to respond to workload or emergency needs by occasionally working extra hours?
	
	
	
	

	· Dependable -- do you have a good attendance record?
	
	
	
	

	· Someone who is regularly on time for work?
	
	
	
	

	· A hard worker who takes pride in doing good work, no matter what kind of job you are doing?
	
	
	
	

	· Able to speak, read, write, and comprehend
directions in English?
	
	
	
	

	· Able to do basic arithmetic?
	
	
	
	

	· Someone who enjoys contact with the general public?
	
	
	
	

	· Someone who enjoys working as part of a team?
	
	
	
	

	· Friendly and able to get along well with others?
	
	
	
	

	· Willing to treat people with courtesy and respect, even when they are upset?
	
	
	
	

	· Able to type at least 30 wpm, complete forms and perform data entry over a sustained period of time and still maintain accuracy?
	
	
	
	

	· Able to compile and enter information into
pre-formatted Microsoft Word, Access, and
Excel documents or reports?
	
	
	
	

	· Able to extract specific information from talkative persons without becoming rude or abrupt?
	
	
	
	

	· Willing and able to sit for two hours or more at a time on the phone, using a headset, while performing data entry and listening attentively to complaints?
	
	
	
	

	
	
	
	
	SIGN YOUR NAME:
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