{CDBS Prim Pagc | of 4

Fradey ! £ om0 o wm jusien O Jva-15 1 MOR T ENE ELY
Wieehingrn, 1hd . oz Leghaniea X1t

FUC 396-C _
Multi-Channel Video Program Distributor EEQ Program Annualp o COMUEIRERE UNLY

Report -

Fead INSTRUCLLONS Before Tilbog Oul Form - : J

SECTTION 1 IDENTIFYING INFORMATION

A Name ol Operator;

T OF BURLINGTON DIBEA BURTINGTON TELECOM
FMS{} tdame:

C1EY O BUKLINGTOR [VB/A BURLINGTOR TELECOM
B. Crnployneni iy Mailing Addross

200 CHURCH XTREET

HULIL 101 _ ) _
City Stpte Yap Code
BURLINGTON VT WS4
'O Kemsication Humber:

Aqplication Purpose
& New Program Kepoert
O Amenderent o Fropram Repor

b Supphemonial Investipalion Slwect (ST5) A tlached

K. County amdd State m which unit's copioyment office is loceicd
RLUR]INGTOM, VT

N. Catcrory ol Regumdent {chock applrcable bos)

Dkt.'.wm: then sia (6] {ull-tmoe cmployees duning the sekecied payroll period: Complcie Sections |, U and V

mpix [6) < mowe: Tull-ime emplovees during the selected payroll penod: Camplets AlL sections of e Foren 3%-C and the Supplemenial
nuvestization Shect, i altached

L. Pay Tenod Covered by this Report (inclusive dates) 91106 - §/3110
F. Atlachnwnts: (Soe “Exhiba”™ botioas, below .

SECTHON IT COMMITNITY INIORMATION

|  Systern Cotwmunibes Comperising 1ocal Employment Uit . j
[ lbert Mo jE_ . Name of Community q__]| Locaton (State) [[rspe ]
Review the list of communitics strved on tie previows vear's subminssion and zrtach a= Exbibit A any auldition: JRxhibic 1

or delevons, using the forost poded alwsee. WOTE: AFPIICARLE ORLY TO CAliLE OPFERATORS AND
ROT 1O OTHEE MYPEYUKRITS

SECTION NT TG POLICY AND PROCGRAM RLOQUIKEFMER LS

Cheek YES or MO 0 cach of the fullowing epaestioms T anon Ly any guestion below is MO allack as Bxbibin B an expanainsn.
(Lchabae 2|

“T”“H'-‘r i einplied with the outreach Trovisions of the FCC's MEP VL L'-A-ILIH I-tnpslesygowrad Cdppearmuniry Kale, -1'.-‘" &y Oy,




DS Print Page 2 ol 4

3 00 you dissominate wedely your FEO Program to job applicanis. employees, and those witl whom you " & yve T M
rogttilasly Ao buvingss?

3.0 you comisl urganimliu;ls_ meed i, educational instibutions anﬂ by prlctial sourres of appicants for " = oyves U No
refarals wheocver yoh vacancics are avalable in yeur arganization? )

[1}.; -.-uu wikkriake 1o offer PTG {0 it oo ofgl-':aiﬂ fespatitihility in 8 DoRdECIMikatory monner” Jl v O o J

5 || Ta the extent posabhe, do your seck out ml:q:lrn{rul‘ﬁ 1n & nondiscriminatory manner and e outage Hrem 10 & yves O Np
bt business with all pans of your tazunizanon?

T you anahze the resulis of your ctorts 1o menil, hire, promote. and use servises ina pondiscnminaory & v Oong

manner and use Lhese results to svuluate and improve your BRO progrom? |

£

7.0 you define the respomsahility of cach level of management 1o msure a positive gppliation and vigons Foyve Oy “
ifrcement of your policy of oquat employmems opportunity and maintain a procedhse 10 revicw ] ety
reanagerial sad supervisory performince? . .
%I you condiect & continung peogram to exclude every form of prgudice or discrimipataon hased ypon rxe, .
sakar. relizson, national arigun. ape, of sex from your personnci policies and practices and working comlitiena™?

“ & ves O No

v Jipo yuu corduct 2 conlinuing, nevicw of job stecture and cmphoyment practices ahd pinlai picitive & v O N
recoLitment trauing, job dcsign, and other mensures newded io cnmere genuine equaliy of appormunity o

participate fully in &l organizationsl voits.ocy pstions, and levels of responsibility?

SECTION IV ADIH JIONAL 1N1ORMATLION

You may provide ay Extubit C any additienal infos mation that you believe might be uscful in cvaleanng yous chorts to comprhy with the
Comnauzzian's FEOQ provistons. There s no requircment to provide additronal data or informotion.
[Fatibsit 3]

SECTHIN YV CERTIFICATION

This isquont wiet be eamilied s foflows:
A By e indiysdual cuning the reporing sysbemm 1 idhvindually owened;

I Hyapolea, of 2 padoerstop: or
C Ry an ofTiccr, 1f a comporation or jesaciaton.

[ cortify hat to the best oF iy knowlodze, information atd beliel, sll statements codcained 1o this regant arc true and cormest.

S ipned e .
WVISTON MANAGER (O GOAVTRRMENL & KT GUTATORY
EAFFATRS
Nalc pame of Kespoadent
3 2R 2010 AMBFRR THIBEALLL
lefephone Mo, {inelade arca code}
k023465031

WILL UL, FALAE 1 ATEMENTS G THIS FURM ARE PUSISHAHT + By EIsE AMIUOR [MPRS0MMENT (L% OO, TITLE 15, SECTI00 1020 |, ANIVOR RCYOCATEON OF
LMY STATHE W | HOFNSE ORL CORSTRLCTION PFRMET 2% COH- THILE 47, SEOTHOM 31242 Lk, AMIWCE BOKCITURD (7% fasok, L0 T A7 SECTIOR 500

FORM FCC 396-C - SUPPLEMENTAL INVESTIGATION SUEET
*art I Emnplovee Jol: Descriplions

Gitsve brwe [ pH esnqitpons for emplayess m e b cate pol 3% apeitied below. Lhe mumbwr specified 'h"-'_ I-f""‘ ‘-_”"“‘: ales lhc_l‘.umbc'f.ﬂf. )
difforent job deseriptions that are Lo b subenitted for cach category Jub dleswiplions dbaudd mclede the position Utie aod o o Cdeagription al

L= B T s U (N (R (O ST A S

I A R [



CDRS Ponl

1. {Mficials and Manapcrs [Eadaihit 4]
2. rofcuswnaly [Fxlibit 3]
1, Technwians o [Lmhibd 6]
4. bales Workers 3 [Exhibil 7§
3. Ulhee and Clenical | Exhuban %]
. Cral Workers (shilkd) [Fahibirs|
7. Oyperabives (semu skilled) | Lchstzie 193]
¥, Laborers (unshdlledy [Fxhibit 11]
9. Serviee Wik [Labatur 12}

Fart U Inguiries Concerning EEC Program and Practices:

Pagc jofd

Sutanit respetrscs o the inguinies indiated by a "choek” Respostses should be bref, bt most provads sufhcient mfrrmaton o dosonbe the
cmployment unit’s activity and ¢fforts in the arca of iogquiry.

=

7 Dencribe the employment umit's effons 1o comply with (b putreach provisioos of 47 U0 K Secien 76.75(b)
. | Descnbe the smployment unit's efforts 1o dissermmate widely s cgual ermgrloyment opporiumaty progran o jeb

apprhcants, vmphryess. and those wath wiwan 1l regularly docs basiness,

- T _Hamc the minmity vrzanimtkns, neganizatioons for women, medin, cducanonal wwstidntions, aad adwr

rocrutmont sourees yied [ attract muvority and temale applicants whenever job vazancics become availabie-.

. W Explain the emplovinent units ofons to peomote 10 ¢ pondiscniminalory iranter o pasitions of greates

responsibality.

. T Thseribe the employment unit's effors i eeoarage onbepnencirs o condiect business m a nondiscrinuinatory

manncr with sll parts of it optration and peovide an analysis of the resulis of thoee effurs,

. _ Brpont the findings of the cmpboymient unit's analysis of its offorts 19 recnit, bz and proenods ins

rondisonminatory mannes and cxplam any dffculues cocountered i mplerienting its EEU progmum.

- Deseritee i 1imsponsibility of each level of the empluyinent unit's imansgement with respect 1o applicaton and

enforcenwent of it ELD policy and explain e provedurc for review and controd of managenial snd supenvisory
perlommance.

- P . Déncribe the manper 10 which the employment umil conducts its contnumg roview of job stractuce aod

canplioynent pracikes
I~ Onher Inguinies:

Part 11T EEQ} Public File Bepori

Artach & copy of the FRO public Ghe report Do (he previsns year, Cable entites sre required 1o place anninlly suwch
nformation as s required by 47 O F. R, Scction 761702 in their public files.

[Fahibit 13]
Mxhibit 14]

|Fxhimit 15]
{Exhibic L&)
[Falahit 17]
[Exhibit 14|

[Lxhibit 19]

IEzhibir 2]

[Exduebur 21]

[Lxhibn 22]

EMP UNIT ID: 021004 PS5O NAME: CITY OF BURITNGTON NVB/A BURLING TON TRELICOM

pl’ﬂ NAME: U)LY O BURLINGTON EXu A BURLINGTON TLLECOM

Fxhiliix

Appere iy CWH
W11

Exhihit 1
Deseription: COMMITNTTIES

BURLING ION, VIERMONT

Attachment 1



NS Prine Page 4 0l 4

Eahibit 7
Description: SALES POSITHING

Attachyncat ?

E ] Description _ _ _ |
hib Descgplions . ] — J
F:;]'Iil!it 16 B )

Descriplion: (UESTION NG 4

115 THE POLICY OF THE CITY TU LNSURE THAT ALL EMPLOYTLES AND CANTHDIATES {OR EMPLIDYMENT ARL
CONSIDEREDR FOR ALL POSITIONS ON THL BASTS OF TEHLIK QUATIFICALIONS AND ARITITIVS, WEIHOUL REGARD TO
POTITICAL OR RELIGIOUS ALFILTATION, RACE ¢ OR, NATIORAT ORIGIN, AGE, SEX_SEXUAT. ORITNTATLON, GENDER
HDENTITY (AS DFFINED BY VERMONT STATF LA Wi MARTTAL STATUS VETERAN STATUS. PRESERCE OF MIVSICAL OR
MLNTAL TMPAIRMENT OR ANY OTLLK NON-MFRTT FACTOR.

THE CTTY 1S COMMIITED T LLKING AND PROMO TIRG TITT MOST QUATIFTED CANDIDATES., TO REMOVING BARRIERS
THAT COUN D PREVFNI THE RFTALLZATHON OF FACH EMPLOYEES 1 ULL POTENTIAT AN IO ACHILVING AND
MAINTAINING A WORKFORCE THAT IS RUPRESENTATTVE OL AND SEN=IVL 10 THE DIVERSITY OF OUIH COMMUMTTY

Attachnrear 16

Exhilr 19
Description; CFULSTION MO T

TO ENSURE EQUAL EMPLOYMLENT OPPORTUNLTY AND T0 ACHILVE DIVFRSITY, LLIAR IMIEN I HEADS WITHIN 1L CITY
OF BURLINGTOR WILL, TN CONJUNCTION WTTTE TUL CITYS HUMAN RLSOURCES DFEPARTRE N IS LY ELOE THETR
DEPARTMENTS PLANS 1O ACHTEVE LOUAL EMPT.OYMLNT OPPORTINNTI Y | LXPAND QUTRFACTI THROUGIT CONTACTS
WHUH COMMIINTTY ORGANLZATION ANDY RECRUITMENT SOURCES, ANT PERIODKCALLY EVALUATE THEIR
DEFARTMUENTS RECRINTMUN I’ AND FMPLOYEL RETENTION EFLORTS, MAKTHG PROGRAM CLLANGLS WHERF DTS[RALLE
R NRCESSARY.

Atlachment 19

Exkihjy 20
Deseription: QUESTION NO. &

THL C3TY RECOGNIZFES THAT FQUALITY Oif OFPORTLNILY MUST FXTTND BEYONLD THE RECRWTMENT AND TTIRING 1(3
MNCLUDE EMPI OYLE RFTENLION, JOR ASSIGNMLENIS, PROMOTIONS, TRAINTNG ANT WORKING CONDILLONS. DIVERSILY
15 THT: FOUUS OF AN ONGOING PROCESS WITFRELY THE CTTY ENDLAYORS TO PROVIDF. FOUAL GBI TURITY, FOQUIAT,
REPRESENTAITON AND EXCFTTTNT SERVICES FOR ALL 115 CITIZENS

P

Aflachment 20

Altpchment 22

[ . Description

[2004 Form aga-ﬂﬂmg ' . . .- ]




Semior Accoun Manaper
Page 1 of 3

City of Burlington
Job Description

Position Title: Senior Account Manager

Department: Burlington Telecom

Reporis to: Division Manager of Sales, Marketing and Customer Service
Pay Grade; NC with incentive camings*® Job Code: 1115
Exempt/Non-Exempt: Exempt Union: Non-Union

General Purpose: This position is responsible for generating commercial revenue through
defined sales activities, In addition, this position is required to achieve monthly revenuc sales
quolas.

Essential Job Functions: (This section ouflines the fundamental job functions that must be
performed in this position. The *Qualifications/Basic Job Requircments™ and the “Physical and
Mental Reasoning Reguirements and Work Environment™ state the underlving requirements that
an cmployee must meet in order to perform these essential functions, In accordance with the
Americans with Disabilities Act, reasonablc accommodations may be made Lo qualified
individuals with disabilities to perform the essential functions of the position.)

s Responsible for coordinating now weekly and monthly prospective customer contact lists
with the Division Manager of Sales, Marketing & Customer Scrvice.

o Iniliates new contacts through cold calls and face to face appointments.

¢ Responsible for meeting defined sales quotas as defined by Division Manager of Sales,
Marketing and Customer Service.

« Develops and presents customer proposals on an on-going basis..

*  Prepares and submits signed new customer sales orders weekly,

¢ Assists in the development of overall sales strategics and plan.

e  Completes and submits weekly sales activity reports,

o Participates in sales team meeting as required by management.

¢ [Participates in communily and after-hours business evenls

o Actively interacts with peers to ensure that effective communication oceurs daily.

+ Report competitive market strategies and recommend courses of action to the Division
Manager of Sales, Marketing & Customer Service.

Non-Essential Job Functions:
» Performs other duties as required.

Qualifications/Basic Job Requircments:



Senior Account Manzapsr
Page 2 of 3

» Bachelor's degree in relevant ficld with two year professional sales experience, or
Associate’s Degree in relevant ficld and four years professional salcs experience, or High
School diploma or equivalent and six years professional sales expericnec,

¢ Experience in the telccommunications industry is preferred.

s Demonstrated sales and negotiation skills.

o Ability to complete appropriate paperwork and projeet documents in an accurate and
timely manner.

e Must be highly motivated and goal-oriented and perform well with defined expectations.

¢ Ability to establish and meet specific sel goals and objectives contained within the
developed sales plan including a minimum number of weekly cold call‘new contacts,
weekly appointments, weckly proposals, and new sales orders,

e Ability to communicate clearly hoth orally and in writing.

»  Ability to act independently.

e Strong analytical skills required.

o  Ability to obtain and maintain a valid drivers license required.

» Ability to work nights, weekends and holidays 1f required.

o [xecution prior to the start of work ol all required agreements including, without
limitation, any Compensation Plan, non solicitation and nondisclosure agreements.

+ ['roven ability to display excellent interpersonal skills.

= Ability to maintiin confidential information.

¢ Ability to attend cvening mectings, as well as to travel to confercnees, workshops or ather
professional meetings.

Physical & Mental/Reasoning Requirements: Work Environment:

These are the physical and mental/teasoning reyuirements of the position as it is typically
performed. Inability to mect onc or more of these physical or mental/reasoning requitements will
not automatically disqualify a candidate or emplovee from the position,

_X_ seeing __ ability to move distances _x_ lifting (specify)
_x_ color perception within and between 20 pounds
(red, green, amber) warchouses/oflices _x_ carrying (specily)
_x_ hearing/listening __climbing _20_ pounds
_x_ clear speech __ ability to mount amd _x_ dnving (local‘over
_x_touching dismount [orklifiiruck the road)
_x_ dexterity _ pushing/pulling
_x_ hand
_x_ finger
___rcading - basic math skills - basic _x snalysis/‘comprehension
_x_ reading — complex _x_ math skills - complex x judgment/decision
 writing - basic _x_ clerical making
X wrnling - complex
shifl work __outside pressurized equipment
_x_works alone __cxtreme heat __ moving objeets
% works with others __extreme cold _high places
_%_ verbal contact w/others _ noisc __ fumesfodors
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_x_ face-to-face contact __ mechanical equipmeént __hazardous materials
_x_nside __clectneal equipment _ dirl/dust
Supervision:

Directly Supervises: 0 Indirectly Supervises: 0

*Compensation Plan & Incentive Earnings:

This position will be ussigned a salary band and placed on the Burlington Telecom salary table.
In addition, this position will be eligible to carn incentive payments as descnibed in the
Burlington Telecom Compensation Plan. Performance measures shall be outlined by the
Division Manager of Sales, Marketing & Customer Service. Failure to meet the perlonmance
measures as outlined by the Division Manager of Sales, Marketing & Customer Service within
the required time frames will be just cause for immediate dismissal and ne progressive discipline
procedures will be sppliceble notwithstanding the City Personnel Policy. Burlinglon Telecom
reserves the right to amend this Compensation Plan as it relates to this position wilh notice as
described in the Compensation Plan.

Disclaimer:

The above statcments are intended to describe the general nature and level of work being
nerformed by employees to this classifieation. They are nol intended to be construed as an
exhaustive list of all responsibilities, dutics and/or skills required of all personnel so ¢lassified.

Approvals:
Department Head: _ Date: -
Human Resourees: _ Date:

(Created 09/06; updated regular status 1170

&)
(draft revision 12707 final 01/25/08: Revised Jun 2010)
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City of Burlington
Job Description

Position Title: Account Executive

Department: Burlington Telecom

Reports to: Division Manager of Sales, Marketing & Customer Service
Pay Grade: NC wilh incentive earnings*® Job Code: 1115
Exempt/Non-Exempt: Excmpt Union: Non-Union

General Purpose: This position is responsible for generating commercial cusiomer revenue
through defined sales activities. In addition, this position is required to achieve monthly
revenue sales quolas.,

Essential Job Functions: (This section outlines the fundamental job functions that must be
performed in this position. The “Qualifications/Basic Job Requirements™ and the “Physical and
Mental Reasoning Requircments and Work Environment™ state the underlying requirements that
an employee must mect in order o perform these essential functions. In accordance with the
Americans with Disabilitics Act, reasonable accommadations may be made to qualified
individuals with disabilitics to perform (he essential functions of the position. )

» Responsible for coordinating new weekly and monthly prospective customer contact lists
with the Division Manager of Sales, Marketing & Customer Service.

¢ Responsible for meeting defined sales quotas as defined by Division Manager of Sales,
Marketing and Customer Service.

¢ Initiates new contacts through cold calls and face to face appointments.

» Develops and presents customer proposals on an ongoing basis.

¢ Prepares and submits signed new customer sales orders weckly.

¢ Asmstsin the development of overall szles strategies and plan.

* Completes and submits weekly sales activity reports.

¢ Participates in sales team meeting as required by managemoent.

s [Participates in community and after hours business evenlts.

s Actively interacts with peers o ensure that effective communication occurs daily.

¢ Report competitive market strategies and recommend courses of achon Lo Thvision
Manager of Sales, Marketing & Customer Scrvice.

MNon-Essential Job Functions:
o Performs other duties as required.

Qualifications/Basic Job Regquirements:

o Associate’s Degree in relevant field and two years professional sales experience, or High
School diploma or equivalent and four vears professional sales expericnce.



Account Executive
Page 2 03

e Expericnce in the telecommunications industry is preferred.

» Demonsirated sales and negotiation skills.
Ability to complete sppropriate paperwork and project documents in an accurate and
timely manner.

e Must be highly motivated and goal-oricnted and perform well with defined expectations.

e Ability to establish and meet specific sel goals and objectives contained within the
developed sales plan including a minimum number of weekly cold call/new contacts,
weekly appointments, weekly proposals, snd new sales orders.

e Ability 10 communicate clearly both orally and in writing,

o Ability to act independently.

e Strong analytical skills required.

e Ability to oblain and maintain a valid drivers license required.

¢  Ability to work nights, weekends and holidays if required,

e Execution prior to the start of work of all required agreements including, without
limitation, any Compensation Plan, non solicitation and nondisclosurc agreements.

e Proven ability to display excellent inlerpersonal skills.

e Ability to maintain confidential information.

s  Ability to attend evening meetings, as well as to travel to conferences, workshops or other
professional meelings.

Physical & Mental'Reasoning Requirements: Work Environment:
These are the physical and mental/reasoning requirements of the position as it is typically

Py T I ypieail)
performed, Inability to meet one or more of these physical or mental/reasoning requirements will

not automatically disqualify a candidate or employee from the position,

_X_ seeing __ ability to move distances _x_ lifting (specify)
x_ color perception within and between _20_ pounds
(red, green, amber) warchouses/ollices _x_ carmying (specify)
~%_ hearing/listening ~ climbing _ 20 pounds
_x_ clear speech __ ability to mount smd _x_ driving (local/vver
_x_ touching dismount forklill/truck the road)
_X_ dexterity _ pushing‘pulling
% hand
_x_ linger
__reading - basic __ math skills - basic _x_ analysis/comprehension
_x_reading complex _x_ math skills - complex _X_ judgment/decision
___writing - basic _x_ clerical muking
_X_ writing - complex
__shift work _oulside _ pressurized eguipment
_x_works alone extreme heat __moving vhjects
_x_works with others extreme cold high places
x  verbal contact w/others  noise lutnesodors
% face-1o-face contact _ mechanical cquipment __hazardous matcrials
X inside __ electrical equipment __dirt/dust
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Supervision:
Directly Supervises: U Indirectly Supervises. ()
*Compensation Plan & Incentive Farnings:

‘I'his position will be assigned a salary band and placed on the Burlingion Telecom salary table.
In addition, this position will be eligible to carn incentive payvments as described in the
Burlington Telecom Compensation Plan, Performance measures shall be outlined by the
Division Manager of Sales, Marketing & Customer Service, Failure to meet the performance
measurcs as outlined by the Division Manager of Sales, Markcting & Customer Serviee within
the required time frames will be just cause for immediate dismissal and no progressive discipline
procedures will be applicable notwithstanding the City Personnel Policy. Burlington Telecom
reserves the rght 1o amend this Compensation Plan as it relates to this position with notive as
described in the Compensation Plan,

Disclaimer:

The above statements are intended to describe the peneral naturc and level of work being
performed by cmployees to this classification, They are not intended to be construed as an
exhaustive list of all responsibilitics, dutics and/or skills required of all personnel so classified,

Approvals:
Department Head: ) ~ . Date:
Human Resources: _ Date:

(Created (10/06; updated regular states 11/06)
{draft revision 12/07; {inal 01/25/08: revised Jun 2010)
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City of Burlington
Job Description

Position Title: Division Manager of Sales, Marketing & Customer Scrvice
Department: Burlington Telecom

Heports to: General Manager

Pay Grade: NC Job Code:

Exempt/Non-Exempt: Exempl Union: Non-U'nion

General Purpose: As part of Burlington Telecom’s senior management team, this position Is
responsible for the management and operation of the sales, marketing and customer service staft
in support of Burlington Telecom’s operational goals for sales, marketing, and customer service,
In the absence of the General Manager, this position may have the full authority to act on behalf
of the G.M. with the prior approval of the CAQ.

Essential Job Functions: (This section outlines the fundamental job functions that must be
performed in this position. The “Qualifications/Basic Job Requirements™ and the “Physical and
Mental Reasoning Reguirements and Work Environment” state the underlying requirements that
an emplovee must meet in order to perform these essential functions. In accordance with the
Americans with Disabilitics Act, reasonable accommodations may be made to qualified
individuals with disabilities to perform the essential functions of the position. )

¢ Develop overall marketing strategy for all BT services.

s Directs the creation of marketing materials and procedures appropriate to cach service
and markcet sepment.

»  Oversees the development, truining, motivation and management of the customer service
department.

¢ Develop, train, mofivale and manage the marketing and sales team.,

» Develop, implement and maintain residential and commercial sules and marketing
performance reporting system,

e Oversees the development of the work procedures, work schedules, and workflow for the
customer service depariment.

s Develops work procedures, work schedules, coordinates and expedites workflow for the
marketing and sales team.

+ Responsible for creative and informational content on BT's website that renforces and
supports B'1"s brand.

o Oversees the design, planning and implementation of customer call flow systems
specifically service'work order entry systems and customer reconds manapement systems
to ensurc most effective use and operalion in the commercial sales department.

e Owversees the preparation of documentation and communicales CUSIOMEr SCIVICE request
findings, and makes recommendations to management on appropriate action/solutions.

o  Prepare documentation and communicates customer seTvice request findings as related to
the marketing and salcs team, and makes recommendations to management on
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appropriate action/solutions,

¢ Coordinates the development of marketing, customer service and sales operating budgets,

e+ Provides marketing and sales analysis for strategic opportunitics outside of the City of
Burlington.

»  Works with other senior mansgement to develop short and long term competitive
stratogies,

¢ Manages the implementation and operation of information and functional systems for the
customer service, marketing and sales departments.

¢ Reinforce and adjust the goals and objectives of the commercial sales staff as set forth in
the Compensation Plan,

« Responsible for selecting, hiring, and conducting performance reviews of the marketing
and sales employees.

¢ Oversess the selection, hiring and performance reviews of customer service stall.

e Recommend actions for revenue growth that are consistent with the organizational
strategies. .

s Participates, coordinates, encourages and mentors BT employees in community activities
and to participate on local boards, commissions and organizations,

e Supports top management with analysis of market and industry trends to permit
continuous evaluation of business plan stratepy and execution.

* Responsible for meeting sales goals.

« Responsible for the retention of BT’s residential and commercial customer base.

+ Actively interacts with peers to ensure that effective communication occurs daily.

» Actively monitors a variety of compelilive market pressures, and reports/recommends
courses of action o General Manager,

Non-Essential Job Functions:
e Perlonms other tasks as may be assigned,

Qualifications/Basic Job Requirements:
+ Bachelor’s degree in management or marketing/salcs.
¢ Minimum of 10 years experience working in relevant position(s) with cxperience working
in a customer service andior marketing/sales roll within a telecommunications company
or equivalent advanced depree(s).
e  Demonstrated supervisory cxpericnce.
¢ Pror experience with custorner account management.
o  Ability to communicate ¢learly, orally and in wnting required.
e Strong analytical skills required.
¢  Proven ability to display excellent interpersonal skills including ellective
communications and the ability to coach and supervise subordinates.
« Ability to work nights, weekends and holidays il required.
*  Ability 10 obtain and maintain a valid driver’s license required.
Ability o maintain confidential information.

L
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¢  Ability to attend cvening meetings. as well as to travel to conferences, workshops or other
professional mectings.
s Thorough knowledge of telephone, internet and cable television industry.

Physical & Mental/Reasoning Requirements: Work Environment:

These are the physical and mental‘reasoning requirements of the position as it 1s typically
performed. Inability to mect one or more of these physical or mental/reasoning requirements will
not automatically disqualify a candidate or employee ftom the position.

% sesing ability to move distanves _x_ Iifting (spealy)
_x_ color perception within and between 20 pounds
(red, preen, amber) warehouses/ofhees _x_ carrying (specify)
_x_ hearing/listening climbing 20 pounds
x_ clear speech _ ability to mount and _x_ doving (local‘over
«_touching dismount forklift/truck the road)
_x_ dexterity _ pushing/pulling
x_ hand
x_finger
reading - basic __math skills - basic x_ analvsis/comprehension
x_reading - complex _x_math skills - complex X_ judgment/decision
__writing - basic ¢clerica making
_x_ writing - complex
__ shift work oulside __ pressurized eguipment
_x_ works alone extreme heat ___ moving shjecls
_x_ works with others _extreme cold _ high places
_x_ verbal contact wiothers  __ noise __ fumes‘odors
_x_ face-to-face contact __mechanical cquipment __hazardous materials
X inside __ electnical cquipment _ dart/dust

Supervisions
Directly Superviscs: _6 Indirectly Supervises: _ 4

Disclaimer:

The above statements are intended to describe the peneral nature and level of work being
performed by employces to this classification. They are not intended to be construed as an
exhaustive list of all responsibilities, duties and/or skills required of all personnel so classilied.

Approvals:
Department Head: _ Date:
Human Resources: . Date:

(Created July 2009; Revised June 2010)



City of Burlington d/b/a Burlington Telecom
2010 FCC Public File EEO Information
Reporting Period: 9/1/09 - 8/31/10

Unit No. 921004

Job Title | Postings | #ofinterviews | # of hires
Help Desk Technician Seven Days Newspaper 6 2
City of Burlington Human Resources Site
Career Builder Website
Customer Service Representatives Seven Days Newspaper 12 2

City of Burlington Human Resources Site
Career Builder Website

City of Burlington d/b/a Burlington Telecom
2010 FCC General Recruitment Data
Unit No. 921004

Event

Date |

Job postings to higher educational

Career forum at Colchester HS

When Applicable

5/1/2010




K kace aember: ZCOSCTIAAK o g fh
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O P . o CbHE WA 1053 JROR ELC LaEURLY
Wshimpdon, 120 0554 Sk bk MR
FOOC 3960
Multi-Channel Video Program Distributor ERO Program Annualffih CmHnstisiirust y
Report -
Read INSTRICTIONS Befowe Filling Out | o

SECTION 1 IDENTIFY ING INTORMATION

A, Naric of Operator:

]CITY OF BURLINGTON VB A BURLINGTON TELECTM
MBI Name:

1ITY OF BURLINGTON IVBiA BURLINGTON TFLECOM
B. Employment Unit's Mailing Address

200 CHURCH STRLYT

ity - State - Jip Code
BURLINGTON VT (15401
kmp. Uait LD # 921004

Applicalioo Purpose
& Mew Propam Report
C Amendment te Preoram Roport

[ Supplemental Investigation Shect (5151 Adtac bl ) _I

K. County and State 10 whech wmi's employment oflice is located
RIURITNOGTON VT

M. Calegrny of Respondent {choeck applicablc box}

C'FE'W::T than i (&) full-twne employecs during the selected paymoll penod: Complete Sectons [ L snd Y

i Rin (6) or mnore Tull-time employess during the selected payroll penod: Complete ALL secnons of the L orm 396 amd the Supplemental
nvcstigatinn Sheet (f arached

E. Pay Pernn) Coversd by thay Repost {tklusive ;1&13 5108 - Ri3000 .
F. anmachments: (Soc "Fxhilkt™ buttons, below )

SECTIOHN 11 COMMUNITY INIORMATION

{ Sysen Commanics Compros Lol Eoplormeat Ui |

r Ef_nt_de ‘“jl o "_:_“_ _1\4.1_11“' @_ff'.'l'lrnmu.nit}' ” Lﬁcnnlﬂn {Stnee) B ”T}']'HE _ |
eview e st of comumunities served on the previous year's submission atd atltach as Exhibit A any additions  [Lxlubit 1]
r deletions, using the tormat noted above. MOTE: APPLICARLE ONLY TO CABLE CPERATORS AN

BOIT TOYOTHER MYFDR IIMNITS.

SECTION 1L EEC POLICY AL PEOGHAS K OQUIREMENTS

Check YLS or MO o each of the followang questioos T anawer @ oy question edrw is W attach as Exhibit B an explanation.
[Fulndii 2]

1. |iHave vew camplicd with the autreach peovizions of the 100 MEPY B _l';q.u.:l-LLn:;.r];};;'-rnrﬁl '[.)pp-.ml.u-ﬁil}-.ku!-:.._-i_? @ yes e .N,:.
WoF.R. Secton 76.75(h). during the twelve month penod pror na Blimg thig fomm” o

2 I o dhisseminate wisdely wiap FFO Peogram 1o job apphcﬂnr:-'. emplovees, and those with whom vou - 0 ves < Na l
reeulazly do basiness? e

hrtme a1l ¥mee Fre grartcmobim e cve mmw] o lThee  Famrme meod ‘codbhcmierin bre teontest TS fammid—sW s S-an 1 100



Fare 2ol &

L

referrals whenever job vacancigs are avadlable 1n vour organizanon

_— - = o ; : , Ry
Dy yrws contad Lol ganacalions, fiwdia, educatonal insttutions, and other puvoual zourcen of appiants foc ]l = v Oy r

[T you undcrmki fo u['frr-pmm;:-tions b2 posibinms mf r.u_ﬂ'ﬂ responsibibity in a nondiszr memalory manner? ” = IY;R_(':.';' E

Da yau analvze the results of your efors  recruit, hire. promote. and uss services ina pendescriminatiry " @ v, O 1o }

mannes and uye these resulbes 1o evaluate and improse your LLEO provram?

Du you define the responsibaliy of each leve! af manapenisal to SNSHEe A pwisitiee applicalion and \-igg»rmj; = &,;:S ™ N

3. (| To the extent possitle, do vou seek out entreprensies in a nemdiseriminatury tanner amd CRCIREE them to 'L & wee O N 1
wnfortement of your policy of equal rnployment opportunity and maintain 3 procedure o revies and contrel
rianapetial wd supenisarny porformance? _

Lundduct busincss with all pants of your crganization?

B.jiba you conduct 2 centinning program to exclude every frm ol prejudive or dsenmination based upon race, Eoven O Mo
1 Hor, religion. natinoal eigin, e, or sex fom your personne] policics and practices and workmg conditions?

1

Y| vou conduct 3 conninuing review af job structure and eroployiment proctices and mainiain posibve CHRTFIN G
recruiment traming, job design, and other measieres pocded 10 ensure penuine cquality of opponunuy 1o
I arliapate fully in all organg s tooal umits occupations, and bevels of responsitnlig? - I

SECTION IV ADDITIONAT INFORMATION

You may proside as bxbubat C any addatvonal snformaton that vou believe might be vseful n evaluating vour cffiets 1o comply with the
Commission's FEO provisions There is no requircitient leoetovide adlitonial Jata or infoemation.
{Fatabie 3]

S5ECTIONV CERTIFICATICN

"This repont mwst be cemtiticd an follows:

A By the individual vwning the reporting system of indwidually owned,
BE. Dy aparmer, of 2 partuershp; or

C By an officer, if & corparaiion or associauon.

Teeytily that to the best of iy knowledge, information and belicf, alt seatements conlined i this et are frue ond comroet.

Paigned fithe

COMNIBACT SPECIALTST
e Fuame nf Respeamient
19: 117K W UL E THIBEALT T
Tehphone No. {inctade arey coule)
o2 R45011

WAL H 1 Fal ik STATOMENTS O THES FORY ARF PUNSIIABLE By FINE ANTWOR IMPEISONKLS E (L S (5 IEIE, TITLE 8, STOTICM 19K b AHIVOR REVOCATION OF
ANT STATION LICENSE OR CVORSTRLERIC PERMIT LS HDE, TITLE 97 SECTRR 312201 0 A1k FORFEITURL (175, COH, 1INLE 47, STOTION S05)

—_—- -—_ e — — o

Fxhibits

Fxhiklt 1
escripion: COMMUNILLE-S

BLRITNIGIOMN. VT

Altachment 1

Pl —_— -
J_ _ Description
E.'_Jghibjt_| ] _ - ]

) IR T sl b O o L L. T T R T T T T [ P, oom N N e e



Exhihis 3
Deseription: FEMPLOYEE POLICITS

Attachanent 3

{_

Desc ription

[City of Burlington's Employc Policies |




