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Operator

Summary

Provide directory assistance information by performing search functions on the computerized equipment currently in use. Assist customers in any way relative to these services along with miscellaneous tasks as assigned. May be required to perform other related duties as assigned.

General Duties

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

A. Performing all customer relations functions in a professional, courteous and helpful manner. To ensure all customer required information is provided in an accurate, expedient and timely fashion.  Interacting with numerous external customers daily with a wide variety of information requests.  Making decisions regarding the most effective way to respond to the customer.  Recognizes and conveys potential revenue producing opportunities.

B. Accessing a video display terminal to retrieve and provide telephone listing information and enhanced customer services such as movie reviews, restaurant reviews, weather reports and stock quotes from a variety of data bases. (Directory Assistance-Wireless Operators) 

C. Accessing a video display terminal to assist customers from coin, non-coin, hotels and hospitals in placing local and intralata calls (e.g., person-to-person, collect, calling card calls and calls billed to a third number. (Call Completion) 

D. Handling emergency calls and special assistance calls for customers. 

E. Providing full service assistance to customer by handling intercept calls when telephone numbers have been disconnected or changed. 

F. Performing keyboard functions while simultaneously interacting with the customer to provide detailed information.

G. Usually shares a medium to large size office with others performing similar tasks. 

H. Positioned at a work station using a video display terminal for extended periods of time and generally wears a headset for the duration of the scheduled shift.

I. Supervisory monitoring conducted on an on-going basis to ensure quality customer service, but works independently with minimal supervision.

J. Daily contact with a wide variety of different types of customers.

K. Follow daily and weekly schedule, ensuring unscheduled time away from taking customer calls meets business requirements.

L. May be required to perform additional duties and tasks as required by the Company.
Basic Qualifications

A. 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, weekends, holidays, and overtime as the needs of the business necessitate.  Employees may be required to work evening and night tours on a rotational basis.  Overtime, including 6th work day, may be required. Non-scheduled days will be required as needs of the business necessitate.

B. Must be able to communicate effectively with customers. 

C. Good communication skills in regards to listening and verbal abilities.

D. Required to follow and successfully complete evaluations on Company safety practices including frequent inspections on Company ergonomic principles. 

E. Adheres to strict regulations and procedures for the security of Company property and funds. 

F. Required to wear a headset while on duty. 

Training

Training generally includes 2-7 days initial classroom training with further on the job training and development, as required.

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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