
New Orleans Civil Service
AN EQUAL OPPORTUNITY EMPLOYER

OFFICIAL CLASS TITLE ENTRANCE SALARY: $36,119 PER YEAR

311 TELECOMMUNICATIONS OPERATOR,
SUPERVISOR
(CLASS CODE 7403)

FINAL DATE FOR FILING APPLICATIONS: Friday, February 24, 2012

KIND OF WORK:

Supervisory and office management work supervising the daily activities
of 311 personnel assigned to the Communications Center, Work includes
responsibility for monitoring calls answered by representatives,
coordinating training and resolving complex customer requests; and
related work as required.

Note: Employees in this classification work a fixed or rotating shift,
Saturdays and emergencies. Employees in this classification are
considered essential and must report to work in declared emergencies.

MINIMUM QUALIFICATION REQUIREMENTS:

EITHER: A Bachelor's Degree from an accredited college or university and
one (1) year of supervisory customer relations and administrative
experience in a medium to high volume call center, hospitality
management, or a related industry. Original college diploma or
official college transcript must be submitted within two (2) weeks
of filing an application.

OR: A high school diploma and five (5) years of customer service

experience in a medium to high volume call center, hospitality

management, or a related industry. At least one (1) year of this

experience must have been supervisory and included customer

relations and administrative experience. Original high school

diploma or G.E.D. issued by a state department of education must be

submitted within two (2) weeks of filing an application.

Note: Civil Service reserves the right to determine if experience qualifies as

medium to high volume call center experience. A call center is a place

where customer calls are handled using computer automation. Typically a.

call center has the ability to: a) handle a considerable volume of calls

at the same time, b) to screen calls and forward them to someone qualified
( O( In r

(SEE REVERSE SIDE FOR ADDITIONAL INFORNATION)



Announcement No. 8706 January 27, 2012

A special 311 Telecommunications Operator, Supervisor Work History Forni
must be filled out and returned to the Civil Service Department within two

(2) weeks of the final filing date.

KIND OF EXAMINATION:

A qualifying computerized keyboarding
weighted 33,3% (credit will only be
the last ten (10) years), a written
interview weighted 33.3%. Applicants
with a minimum score of twenty (20)
errors in osder to be admitted to tho
the written test with a minimum scoi
oral interview,

test, a rating of training and experience
given for related experience gained within
test weighted 33.3%, and a structured oral
must pass a computerized keyboarding test
words per minute after the deduction of
written examination. Applicants must pass

:e of 50 to be admitted to the structured

This is an original entrance examination.

DOMICILE requirements are currently waived for this examination.

THE CITY OF NEW ORLEANS IS AN EQUAL OPPORTUNITY EMPLOYER AND DOES NOT

DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN,

GENDER, AGE, PHYSICAL OR MENTAL DISABILITY, SEXUAL ORIENTATION, CREED,

CULTURE, OR ANCESTRY, REQUESTS FOR ALTERNATE FORMAT OR ACCOMMODATIONS

SHOULD BE DIRECTED TO AMY TREPAGNIER AT (504) 658-3516 OR TTY/VOICE AT

(504) 586-4475 or (504) 658-4020.
AT

GENERAL INFORMATION AND REQUIREMENTS

Applications will not be accepted if received afier the closing date or after the stated maxitrntm number of applications has been received, as specified on this announcement. All minimum quahfication
requirements for examinations must be met by the final filing date unless otherwise specified on this announcement, Applications must he submitted on tlse official application form AND MUST BE
RLCFPVED IN 1 LIE DFPARTMLN I OF CITY CIVIL SFRVICE CII Y FIALI 1300 PLRDIDO STREE1 NLW ORI F \NS LOUISIANA BEFORE TIll CI OSF OF BUSINESS ON THF FINAl
FILING DATE.

DELAY IN THE MAIL: The Department of City Civil Service cannot be responsible for fitilstre of the applicant to receive an admisston slip to an examittation or for failure of the Department to receive
material mailed by the applicant. Applicants should notify tlte Department of City Ctvil Service in wrtttng of any address changes.

Candidates for original entrance examinations are required to be domiciled in and, if U.S. citizens, registered voters of Orleans Parish unless otherwise specified on this announcement.
Aliens residing in the U.S. are required to provide notarized proof of domicile (and an Alien Registration Card). Permanent employees of the City of New Orleans are exempt from this
requirement unless otherwise specified on this announcement.

The minimum age litnit is 18 years for any class of work reqairing hard physical labor, operatioti ofor proximity to hazardous machinery, exposure to hazardous chemicals, or participation in any other
processes or procedures which are prohibited or limited by the I,oiusiana State Child L.ahor Law.

The working test (prohatiott) period for most positions in the classified service is six months unless otherwise specified. Atty working test period may he extended to a tnaximttttt of one year :tt the
reqsiest oftlte appointing authority. Positions in the Inspector General's Office. Fire Departutent and Police Departnient as well as all positions in the classes of Institutional Counselor II & III (original
entraitce). L.ibrarian I-IV. Management I!)evelopment Analyst I & II. and Managemettt Development Specialist I & II (original entrance). require a otte year working test pertod.

The City of New Orleans has a comprehensive program of substance abuse testiitg. Candidates for employment for certain positions where the health, welfare and:or safety of the public, co-workers and
the individual employee is at risk will have to uttdergo pre-emplovtttent substance abuse screenutg. Candidates for all other ortgutal etitrance positions will have to uitdergo an unannounced substance
abuse screeniitg during their working test period. For further information, see Civil Sersice Rule V. Section 9.

A MEDICAL EXAMINATION is required for all original etttranee prctbatiottary appointmettts to ACTIVE classifications, and may be required for re-employment, promotions attditr transfers.

A MEDICAL SCREENING. which may result itt a medical examination, is reqtuired for all original entraitce probationary appointmettts to non-active chassificaticttts,

(iOOD MORAL C'IIARACTER is required of all spplicaitts. Any apphicatit may be disqtislufied if Itis/Iter character ttr p55t etsiployntent record us found to be tutsatisfactory as deterituinecl lty the
I)epartntent rtf Cita' Civil Service. Forgery. misrepresetttatiott of facts, or clteatuttg Ott exautinations is punisltable by disqualificatiott, flue and otlter peitalties.

IMPORTAN'I': Apphicsttts who are licensed to drive shtouhd have a current licettse on their person for purposes of udentuficatiott tltiring all pltases of sit exatitination. Itt ten of stuch bieetuse. thte
Depsrtmcutt of City Civil Service ittay reqtiire that apphicaitts Itase sottte foruut of picture idettttfieattott,

VE'I'ERANS PREFERENCE' Oti original eittrattce examiitatioius, veteratts (as defined in Article X. Sectiott 10(2) of the Coitstitttturttt of due State of I.otnsiana). dtsahled veteraits, eertaitu spouses attd
parents f seteraits slsall receive adihutiottal credit if claittted as provided sttt the Veteratts Preferettee claim foruti sshiclt cati lie obtained in this office. [it obtain creu.hut, fitts l'orttt ttttust lie snhtttutted with

lie reqiured pottS (at tlte tttittifltuitti, a 1)1)2 1.1) before the fitial filing date,

S( ( RI DI IF I) C Oil F C I S S.'sI) I '5,15 F RSl I IF S S.n iccrcdited rolli.g or uniirrsits is in institution th it is icercilitcil i a eolle,,i. or unisersits bs in Sib ini,'stion th it i reeo,,ni,uI lu
the L.JSDF. (t.:iiitect States Departtttc'itt sf Educatitiru).

PROFESSIONAL ,AD\IINIS'I'RA'[IVE EXPERIENCE: '[he f'ivil Sernice Department ilefines this experience as experience gained after receiving a Itachelor's Degree.

Res'isest .Januarv 1991, A.1urit 2003, Juts 2h)t.tS, Fehrsiuurv 2007 and Augsist 2011.),
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