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Agro-Investment Corporation, an entity under the ambit of the Ministry of Agriculture, Fisheries and Mining, is seeking to identify highly motivated, dynamic, and knowledgeable individuals to fill the post of:


Telephone Operator
Level 3 ($1,439,455- $1,935,907)
Job Summary

Reporting to the Human Resource Manager the Telephone Operator is responsible for operating the Switchboard to provide an effective and efficient communication system both internally and externally. The Telephone Operator will also manage customer inquiries and complaints and interact with customers to provide and process information.

Management/Administrative Responsibilities

· Serves as a liaison between departments and customers
· Receives and screens visitors and ensures that they are directed to relevant officers/offices
· Provides customers with product and service information
· Manages the attendance register
· Collates information and prepares monthly attendance reports
· Responds to customers’ requests/enquires
· Manages customer inquiries and complaints by phone, post, email or direct interaction
· Maintains a log of customer complaints and queries
· Receives all incoming calls, locates officers and connects callers
· Answers calls from extensions by the 3rd ring
· Dials numbers upon request and relays messages promptly
· Reports faults and defects to Cable & Wireless Jamaica Limited
· Records particulars relating to payments of all charges in the register
· Ensures all calls are accounted for in the telephone register
· Trains relief operators when requested
· Performs any other duties assigned by your supervisor from time to time.

Required Skills & Competence 

· Good oral and written communication skills
· Good customer service skills
· Good record keeping skills
· Excellent switch board operating skills
· Excellent listening skills
· Good interpersonal and people management skills.

Minimum Required Qualification and Experience

· Certificate/Diploma in Management Administration, Public Administration or Business Administration
· Certificate in Telephone Operating/Certificate in Customer Service
· Four (4) CXC or GCE English Language
· Three (3) years’ experience in the field

Application accompanied by a resume must be submitted no later than Friday, August 14, 2026, to:
Snr. Director, HRM & Administration
Agro-Investment Corporation
188 Spanish Town Rd.
Kingston 11
Or by email to: vacancies@agroinvest.gov.jm 

For required qualifications and further information, visit our website at: www.agroinvest.gov.jm 
         
Please note that the title of the position MUST be included in the subject and only shortlisted applicants will be contacted.
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