STATE OF NEBRASKA
CLASS CODE:
V35200

CLASS SPECIFICATION
SALARY GRADE:
14

EST:  7/9l - REV:  09/04
OVERTIME STATUS:
N
EDUCATIONAL TELECOMMUNICATIONS SATELLITE SCHEDULER/COORDINATOR

DESCRIPTION:  Under general supervision, coordinates and schedules satellite facilities and services for the Nebraska Educational Telecommunication Commission.  Communicates and negotiates with program originators to resolve schedule conflicts.  Schedules technical availability for satellite delivery. Coordinates the resolution of technical difficulties with users and technicians.  Performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Coordinates and schedules satellite facilities and services to include those available through the Nebraska Educational Telecommunication Commission and outside vendors.

Negotiates and coordinates special requests for satellite services from various educational sectors and state agencies based on priority recommendations developed by the Nebraska Satellite Coordinating Council for Educational Telecommunications.

Identifies and coordinates resolution of satellite programming or communication technical difficulties with originators and technical personnel.

Coordinates  satellite schedules and related information to and/or between network operations control, satellite operations control, closed circuit control and the satellite transmission center.

Verifies arrangements between originating facilities and delivery systems including fiber optic, microwave and/or ITFS links and staff control centers involved in the transmission process.

Develops and maintains computerized scheduling system and logging procedure to confirm usage and ensure proper billings for transponder time, technical assistance and delivery site usage.

Oversees development and distribution of satellite schedules, preparation of satellite logs and billing process.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the guidelines for prioritizing satellite services established by the Nebraska Satellite Coordinating Council; technical and operating procedures for and systems available for NEB-SAT satellite delivery; satellite-delivery program services available through the Nebraska Educational Telecommunications Commission.

Ability to:  identify and propose solutions to technical and operational problems; coordinate satellite delivery using established guidelines while maximizing available resources; understand and support management goals as they affect short and long range objectives; represent the agency and its programs within and outside the organization to gain support for NEB-SAT goals and objectives; maintain accurate records to maximize accuracy in scheduling billing for programming and services.

EDUCATIONAL TELECOMMUNICATIONS SATELLITE SCHEDULER/COORDINATOR (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  computer data base systems and personnel computer software packages; business and accounting practices and procedures; satellite communication services and technologies.

Ability to:  negotiate effectively with others; work independently; communicate effectively both orally and in writing.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school coursework/training in:  business administration, mass communication or radio and television.

Experience in:  telecommunications, preferably involving satellite communication.

