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COMPUTER OPERATOR 1

Nat ure of Work

Under direct supervision, perforns entry level work in
operating a variety of electronic data processing equi pnment such
as conputer consoles, card readers, printers, tape drives and
remote job entry stations. Shift work and an irregul ar schedul e
may be required in sonme positions. Perforns related work as
required.

Di stingui shing Characteristics

This level is distinguished by size and scope of system and
nore limted responsibility for error identification and
correction. Positions at this Ievel may involve nore limted and
speci alized assignments in the operation of tape drives, line
printers, card readers, or in the nonitoring of nore routine job
execution. At this level, all but mnor processing problens are
referred to a senior operator, shift supervisor or unit
supervi sor

Exanpl es of Work

Qper ates conputer console, card readers, card punch, tape and

di sk drives and renpte job entry stations to process a variety
of conputer prograns and dat a.

Loads and nounts cards, paper, tapes and di sks onto equi pnent;
activates job start.

Monitors job progress on conputer console; checks for system
and equi pment errors; takes corrective action in response to

m nor error nessages.

Checks operation of machines and printers to assure proper

al i gnnent and sequence of forns; renoves jamred forns and cards.

Notifies supervisor, programrer/analyst, user agency or vendor
representative of program or equi pnment problens.

Revi ews conpl eted jobs to ensure conpliance with user agency

or vendor representative of program or equi prment probl ens.

Revi ews conpl eted jobs to ensure conpliance with user agency
specifications; nmaintains job status | ogs.

Perforns routine mai ntenance and cl eani ng duties such as

repl aci ng ri bbons and changing ri bbon trains; cleans printer,
tape and di sk drives and the work area; naintains stock of paper,
cards and other supplies in the work area; assists in controlling
i nventory of supplies and docunenting supply usage.

Know edge, Skills and Abilities

Know edge of the techni ques and procedures used in the
operation of conputer equi pnent, including conputer consoles,
card reader, card punch, printers, tape and disk drives and
renmote job entry stations.

Know edge of the operation of the data processing unit.

Know edge of nachi ne codes and error nessages used in conputer

oper ati ons.
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Know edge, Skills and Abilities (cont'd)

Know edge of job control |anguage.

Ability to interpret machi ne codes and error nessages and take
corrective action.

Ability to interpret technical operators' manuals.

Ability to follow detailed oral and witten instructions.
Ability to develop effective working relationships with

oper ations personnel, hardware and software support personnel,
user agency and vendor representative.

M ni mum Qual i fications

TRAINING Gaduation froma standard four-year high school or

equi val ent.

EXPERI ENCE: Si x nont hs of experience in the operation of a
vari ety of standard conputer equi pnment including conputer

consol es, tape drives and printers.

SUBSTI TUTION: (1) Six hours of college/university credit in
conputer science courses or, (2) two courses in data
processing froman accredited business or vocational school may
be substituted for the required experience.

Est abl i shed: 3/21/96
Ef fective: 7/16/96



