
Telecom Administrator 

 
Our Lady of Victory Homes of Charity has a full time opening available 

for a highly motivated Telecom Administrator to join our team. 

 

Summary: Establishes communications systems by installing, operating and 

maintaining voice telecommunications.  Installs, troubleshoots, repairs and 

maintains telecommunications equipment and telephones, wiring and 

equipment at all locations. Programs and maintains information into the 

Phone System(s). Provides various user support within these areas, and may 

work with PC technicians and network administrators for cross over 

requirements. Provides and manages voice mail, phone and video 

conferencing  

 

Essential Duties and Responsibilities: 

 

General:  

 Responds in a consistent, customer focused and responsive manner to 

customers; providing support to end users on a variety of issues 

 Responds to phone calls, work order requests, email and other 

requests for technical support 

 Reviews and completes assigned Work Orders on a daily basis in a 

timely manner 

 Document, track and monitor problems and issues, to ensure a timely 

resolution 

 Documents actions by completing job logs daily and keeping work 

order system info current 

 Follows all IT procedures, including inventory tracking and 

documentation 

 Performs all other, related, duties and functions as assigned by the 

managers within the department 

 Adheres to the guiding values and beliefs of the organization, 

including respect and courtesy toward co-workers, vendors and those 

we serve 
 

Telephone/Telecommunications: 

 Installs, troubleshoots, repairs and maintains telecommunications 

equipment 

 Maintains and repairs telephones at all locations 



 Programs and maintains information into the PBX system 

 Performs moves, additions and changes for the phone system 

 Document, track, and monitor client equipment including telephone 

Systems, voicemail, application software, and various other telephony 

functions and peripherals 

 Documents network by inventory, labeling, and routing equipment, 

cables and configuration diagrams and specifications 

 Trains users in operation of equipment and programs functionality 

 Collaborates with our Telephone Technician and Third Party servicer 

and acts in his absence 

 Monitor and analyze Phone system performance 

 Performs structured cabling installation and removal using data & 

voice jacks, connectors, and panels 

 Extend or cross-connect high speed Telco circuits. 

 Abide by building codes, industry standards and safety regulations 

 Actively research emerging technologies, engage in self- learning, and 

provide suggestions for process improvement to clients and internal 

management team members 

 Participates in short and long term planning and projects related to the 

telephony systems and upgrades 
 

Required Education and/or Experience: 

 

Skills: 

 Good verbal and written communication skills 

 Organizational and prioritization skills 

 Produces consistent and high quality work  

 Problem solving skills, technical experience and proficiency in 

hardware and software related to PCs, laptops, tablets, etc. 

 

Competencies: 

 High level of customer service aptitude 

 Supports good working relationships and collaboration with cross 

functional teams and customers 

 Demonstrates ownership for the timely response and completion of 

assigned work 

 Familiar with standard concepts, practices and procedures within IT 

hardware and software platforms. 

 Proficiency in Microsoft Office Suite 



 Capability to multi-task, plan, organize, and prioritize work 

effectively 

 Ability to work under pressure and meet tight time deadlines 

 Willingness to work flexible hours, including overnights, weekends, 

short notice and holidays as required to meet Customer's needs 

 

Education and Experience: 

 Bachelor’s Degree (or equivalent experience) in Computer Science or 

related field(s) is required 

 Minimum One  (1)-Three (3) years’ experience administration and 

voice/data systems, VOIP experience a plus 

 Working knowledge of manual hand tools, power tools, and testing 

equipment. 

 Knowledge of and experience with reading blueprints. 

 Valid NYS driver’s license 

 

Work Schedule: 

Basic work schedule is 35 hours per week, flexible to meet the needs of the 

organization and to fulfill the required functions of the position. May work 

some off-hours and over-time to meet requirements. 

 

Please send resumes to:  

OLV Homes of Charity  

780 Ridge Road  

Lackawanna, NY 14218  

Attn: IT- Jobs  

or  

email to itjobs@olv-bvs.org 


