8294
DATA JOB COORDI NATOR

Nat ure of Wrk

Under general supervision, performs full-performance |eve
para-technical work in nonitoring and controlling the production
of data processing jobs through the various stages of conpletion
Identifies and resol ves hardware and software errors and perforns
routi ne hardware mai ntenance. Contacts the user comunity, the
data processing staff and/or ISS to advise users of the
production schedul e or any problems. Wites and keys in utility

progranms. ldentifies and corrects errors in the job contro
| anguage (JCL) and resolves ternminal and printer problens. My
install, nove and replace ternminals, printer cables and other

equi pnent as necessary. Participates in a 24-hour call schedul e.
Perforns related work as required.

Exanpl es of Work

I dentifies production problens by review ng condition codes
whi ch cause job aborts such as errors in the JCL deck or
i ncorrect source docunents.

Edits and nodifies JCL to ensure proper production runs;

initiates production reruns, when necessary.

Anal yzes operational problens, assists in resolving the

probl ens and notifies users of the problens and/or the
corrections.

Mai nt ai ns |1 ogs of equi pnent failures, tapes used and a daily
bal ance of output totals; makes arrangenents for the repair of
har dwar e.

Codes and enters data into JCL streamusing term nal and mekes
inquiries on conputer to determ ne the status of a job.

Uses utilities and keys in utility |anguages to produce reports
and to nerge, sort, catalog, and uncatalog files as

required.

Recei ves problemcalls via tel ephone from agency personnel
concerni ng data processing equi pnent.

Installs and repl aces data processing equi pnent and

t el eprocessi ng cabl es.

May assist in training personnel

Know edge, Skills and Abilities

Know edge of the data processing procedures and equi pnent
i nvol ved in producing a job run

Know edge of JCL, error and system condition codes, HSAP

reports and printouts.

Know edge of nethods used to correct job production problens.

Know edge of documentation techni ques used for conpl eting
reports.

Ability to understand technical manuals and apply the nethods
to correct job production problens.

Ability to schedul e production tinme based on user needs and
producti on backl og.



8294
DATA JOB COORDI NATOR ( CONT' D)

Know edge, Skills and Abilities (cont'd)

Ability to establish and maintain effective working

rel ati onshi ps with user comrunity, agency data processing
personnel and | SS.

M ni mum Qual i fications

TRAINING Graduation froma standard hi gh school or the

equi val ent .

EXPERI ENCE Three years of full-tine or equivalent part-time
pai d experience in data processing.

SUBSTI TUTI ON  Conpl eti on of a course in Job Control Language
may substitute for six nonths of the required experience, or
ot her data processing educati on nay be substituted for the
requi red experience through an established fornul a.

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



