8295
DATA PROCESSI NG SUPERVI SOR

Nat ure of Wrk

Under general supervision, performs full-performance technica
and supervisory level in a major operational data processing unit
such as conputer operations, distribution, data entry, or
tel eprocessing, in the central data processing facility or a
maj or agency, or serves as data processing coordinator for a
smal | agency where programr ng and operational functions are
performed by the central data processing facility; responsible
for supervising computer operations, scheduling user jobs
submi ssi on and distribution work, evaluating user data entry and
di stribution requests, and planning initial and continuation
training. In a snmall agency, supervises a small data entry unit
and coordinates the data processing work of the agency by
submitting production jobs to operations for processing and
assisting progranmmers in the devel opnment and nodification of user
prograns; serves as a liaison between user personnel and data
processi ng personnel in nmeeting the programi ng and operati onal
needs of the agency; irregular work hours are required. Perforns
rel ated work as required.

Di stingui shing Characteristics

Supervi ses a discrete unit of data processing personnel

Aut hority to commit the agency to action is very limted and the
assi gnment of duties is reactive to the solution of data problens
and needs rather than proactive in planning and projecting the
future data processing capabilities of the agency's centralized
facility.

Exanpl es of Work
Supervi ses a conputer operations unit of a major agency or
coordi nates data processing functions for a small agency;
schedul es jobs, runs reports, trains users in day-to-day
operations; troubl e-shoots operati onal problens.

Schedul es distribution jobs; allocates personnel and equi pnent
resources to nmeet peak demands; determ nes job priorities.

Supervi ses snall user data entry staff and coordi nates ot her
user data processing needs with Support Services.

Perfornms output audits to eval uate individual and group

performance; eval uates equi pnment utilization data.

Eval uat es and resol ves personnel and equi pment probl ens; nakes
recommendati ons on acqui sition of new equi pnent.

Reconmends personnel changes; counsel s enployees; directs
initial and continuation training, instructs supervisors in
operation of new equi pment and inpl enentati on of new

pr ocedur es.

Know edge, Skills and Abilities

Know edge of data processing concepts and the use and
[imtati ons of data processing equi pnent.

Know edge of data entry standards and techni ques.



8295
DATA PRCCESSI NG SUPERVI SOR ( CONT' D)

Know edge, Skills and Abilities (cont'd)

Know edge of job subnission requirenents in a production-
oriented conputer operation unit.

Know edge of the operation of a production-oriented conputer
operations unit.

Ability to plan and direct the work of others.

Ability to establish and maintain effective working

rel ationships with user and data processi ng personnel .

M ni mum Qual i fications

TRAI NI NG G aduation froman accredited four-year coll ege or
uni versity.

SUBSTI TUTI ON Addi ti onal data processing or supervisory
experience may substitute for the required training on a year-
for-year basis. For pronotional purposes, data

processi ng experience may substitute for the required

training on the basis of six nonths experience for one year of
t rai ni ng.

EXPERI ENCE Two years of full-tine or equivalent part-tine paid
data processi ng experience, including one year in a supervisory
or | ead worker capacity in data processing environnent.

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



