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Assignment Administrator

Summary

Perform facility and inventory assignments for all services. Interpret service order activity, perform inquiries, review error messages, assist in the investigation and resolution of discrepancies, work with Technicians to resolve facility or software discrepancies on service orders and customer trouble reports.  Serves as the first point of contact for facility inquiries/issues.
General Duties

Duties may include, but are not limited to, the following: 

A. Resolving Mechanized Service Provisioning System Request for Manual Assistance (RMAS). 

B. Handling calls for information and problem resolution from: installation, maintenance, special services, construction, central office and business office personnel.

C. Working with other organizations to resolve service provisioning problems or to exchange information. 

D. Working in an office environment sitting for extended periods of time as needed. 

E. Working with service orders and other work requests, processing work items to meet deadlines or critical dates.

F. Accessing appropriate systems to obtain loop makeup information and enter cable and pair data for circuit designs.

G. Performing database maintenance.

H. Working with appropriate company support systems.

I. Utilizing SERVICE/RMAS for verification and updates. 

J. Operating office equipment. 
K. Resolving RMAs that prevent service orders from logging successfully.

L. Ensure the accuracy of all appropriate databases. 

M. Performing additional duties and tasks as required by the Company.
Basic Qualifications

A. Must be able to perform physical requirements of the job, with or without a reasonable accommodation, including, but not limited to, moving or lifting items weighing approximately 20 lbs. (e.g., boxes of computer paper).

B. Security background investigation may be required. 

C. Must be available to work scheduled tours designated by the Collective Bargaining Agreement and/or the needs of the business.  Associates may be required to work evenings, nights, weekends, holidays, and overtime as the needs of the business necessitate.  Non-scheduled days will be required as needs of the business necessitate.
Training

On-the-job and classroom training as needed.

Frontier is an Equal Employment Opportunity Company and does not discriminate on the basis of age, color, citizenship status, disability, disabled veteran status, gender, marital status, national origin, race, religion, sexual orientation, Vietnam-era veteran status or any other characteristic protected by applicable law.
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