
Telephone Technical Support Representative (Petaluma) 

Exciting opportunity for an experienced telephone technical support professional with 
electronic/electrical and mechanical experience or aptitude. Manufacturer of electronic 
revenue collection systems, aka automated pay stations, has an immediate opening for 
one technician for email and telephone support of our systems.  This support includes: 
telephone based mechanical and electrical support, remote training, and 
troubleshooting.  Our customers include cities, municipalities, universities, hospitals, 
state parks and private operators.  
 
The right candidate will have at least one year of telephone technical support 
experience as well as electronic and mechanical aptitude, and works well independently 
assisting customers both in person and over the phone. Travel may be required.  

Essential Duties and Responsibilities   

 Provides primary support for manufacturer’s products – via telephone, email, 
Internet and occasionally onsite. 

 Provides remote operational, reporting and monitoring training to clients.  
 Escalates appropriate cases to supervisor in accordance with current policies. 
 Participates regularly in internal on-going education. 
 Documents all customer interactions. 
 Sets appropriate customer expectations. 
 Follows up on all client issues in a timely manner, making sure that the “loop” is 

closed with the client. 
 Creates and/or edits Knowledge Base documents. 
 Achieves quality & productivity measurement targets (e.g. phone statistics). 
 Always accessible and easy to approach. 
 Acts as a resource to their respective team as well as the department. 

Critical Job Skills 

 Solid verbal and writing skills. Ability to interact with and learn from instructors, 
peers, and clients using strong English communication skills. 

 Superior decision making and good time management skills. Ability to manage 
day-to-day responsibilities as well as additional responsibilities and continue to 
meet deadlines and expectations.  

 Ability to manage formal training, Client Services specific training, self-study, and 
utilization of resources. 

 Effective analytical and problem solving/troubleshooting skills. Ability to listen, 
collect data, analyze (think "outside the box") and draw conclusions. 

 Team player with strong interpersonal skills.  Work effectively with a variety of 
clients and peers. 

 Electronic and Mechanical aptitude. 

This is an hourly position with excellent benefits. We are an Affirmative Action/ Equal 
Opportunity Employer. Qualified candidates please email cover letter and resume to: 
joanb@ventek-intl.com  
 


