Job Title:    On-Call Switchboard Operator
Reports to:  Director of Safety and Security

Office:         Switchboard

Status:        On-Call, Temporary

General Purpose: To provide an initial point of contact to visitors. To operate university switchboard, provide routine information and direct calls to appropriate area. To provide a center of communications for emergency situations. To distribute U.S. Postal Service mail and campus mail to student, staff, and faculty mailboxes.

Essential Duties and Responsibilities: Answer all incoming calls, including emergency calls, and route calls to the appropriate place. Deliver USPS mail and campus mail to students, staff and faculty mailboxes. Dispatch security over 2‑way radio to problem areas, emergencies, and assistance calls. Act as initial point of contact for visitors to campus. Give directions to visitors, and students. Other duties as assigned.

Expectations: To provide professional, friendly and helpful service to all callers, co‑workers, and visitors. To observe all college policies and procedures pertaining to employment. To respond to all phone calls promptly and within three (3) rings in the majority of cases. To respond to all radio calls promptly. To keep a log of all radio calls, and any emergency calls received. This position may require overnight graveyard and weekend shifts.

Qualifications: Six months to two years of similar or related experience. A high school education or GED.

Interpersonal Skills: Work normally involves contact with persons beyond immediate associates, generally regarding routine matters for purposes of giving or obtaining information which may require some discussion. Outside contacts take the form of service to the public (visitors or vendors) requiring ordinary courtesy in providing assistance and information.
Other Skills: Work requires physical hand dexterity and full range of motion for operation of the switchboard. Requires sitting for long periods of time. Requires ability to hear in the normal range. Requires ability to work under stressful or emergency situations with high concentration and energy level.

Compensation:  $10.91 per hour.

To Apply: Please stop by the Human Resources Office at St. John's College, 1160 Camino Cruz Blanca, Santa Fe, NM 87505, in Weigle Hall - Room 106 or 107 to fill out an application. Applications will be accepted until interviews begin.
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