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Nat ure of Work

Under general supervision, perforns full-performance | evel
technical work in assisting a systens adm nistrator or technical
specialist with nmaintaining office automation equi pnent and
software. Assists technical staff in purchasing, installing and
nmonitoring a conmputer system Troubl eshoots basic software and
hardwar e problens and pulls cable. May set-up spreadsheets and
dat abase applications, produce conpl ex docunents and reports, and
enter data. May be on a 24-hour on-call schedule. Perforns
rel ated work as required.

Di stingui shing Characteristics

This class is intended to function in a support role for a
technical staff requiring a working, broad know edge of conputer
har dware and software. The predom nant portion of the work is
mai nt ai ni ng personal conputer, office automation equi pnment, not
creating spreadsheets and database files and/or mani pul ati ng
dat a.

Exanpl es of Work

Assists with managi ng conputer system nonitors and reads the
system responds to pronpts.

Mai ntai ns security for the system creates, changes and
del etes user profiles.

Tr oubl eshoot s basi ¢ hardware and software problens and
resol ves t hese problens.

Perforns data back-up and recovery procedures; keys in
commands; | oads tape into the drive.

Assists with training new users in equipnment operations;
coordi nates scheduling of training classes.

Installs conputer equipnment; noves and or replaces term nals,
printer cables and ot her equi pnent.

Provi des assi stance in purchasing of hardware and software.

Mai nt ai ns 1 ogs of equi pnment and software problens.

Mai ntai ns i nventory of hardware and software.

Creat es spreadsheets, electronic cal endars and dat abase fil es.
Operates a personal conputer term nal using standard commands
to enter, access and update or mani pul ate data to produce

reports.

Know edge, Skills and Abilities
Knowl edge of basic data processing procedures.
Know edge of basic hardware and software equi pnent.
Knowl edge of backup and recovery procedures.
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Know edge, Skills and Abilities (cont'd)
Know edge of nethods used to correct job production problens.
Ability to maintain accurate detail ed records.
Ability to operate a personal conputer.
Ability to prepare conprehensive and accurate reports.
Ability to establish and nmaintain effective working
relationship with other enpl oyees.

M ni mum Qual i fications

Training: Gaduation froma standard hi gh school or the
equi val ent.

Experience: One year of full-time or equivalent part-tine
pai d experience in data processing, word processing,
conput er operations, data job coordination or advanced | evel
of fice work which invol ved operating a personal conputer

Substitution: (1) Conpletion of a course in data processing or
word processing froma business or vocational school my be
substituted through an established fornula for the required
experience, OR (2) conpletion of a data processing program
from a business or vocational school may substitute for the
requi red experience, OR (3)successful conpletion of six
senester hours of conputer science froman accredited
coll ege or university may substitute for the required
experience, OR (4) enrollnment in a vocational school's
conput er systens and operational support intern program may
substitute for the required training and experience.
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