STATE OF NEBRASKA
CLASS CODE:
S01330

CLASS SPECIFICATION
SALARY GRADE:
338

EST: 07/83 - REV: 01/98
OVERTIME STATUS:
N
WORD PROCESSING TECHNICIAN

DESCRIPTION:  Under general to limited supervision, performs technical work involving word/data processing in the use of word processing equipment, the application of data files, and the manipulation of data; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Operates word processing equipment with word and data processing capabilities to type and record correspondence, reports, standard forms, manual materials, statistical tables and charts.

Proofreads, corrects, and edits rough draft, final copy, and/or corrected material of all documents keyed by the center operators to ensure grammatical, spelling, typographical, capitalization, and punctuation errors are identified and corrected to comply with standardized formats.

Files and retrieves correspondence, reports, and other material within files that are arranged in alphabetical, numerical, chronological, and/or subject matter order to ensure uniform storage and ready access to previously recorded information.

Compiles and stores programs to create and/or modify records, formats, and tables or charts.

Updates, preserves, and manipulates file data to modify existing programs, to establish the framework for new programs, and to maintain a back-up system if necessary.

Schedules and distributes the work assignments of co-workers to facilitate a timely work flow through the word processing center.

Suggests format/design of word/data processing projects according to the basic requirements of each center user.

Decides on changes to document format/design and spacing as necessary.

Acts as liaison/coordinator between users and a central word/data processing center to solve problems, to document and correct errors, to develop ideas for new programs and formats, to control work flow, and to ensure a perfect final copy.

Operates auxiliary equipment such as printers, bursters, decollators, data entry stations, and the system console to prepare and provide the full range of documents and services in accordance with the capabilities of the word processing center.

Trains other users on the operation and functions of the word/data processing equipment and answers questions to add to the number of operators and improve and maintain employee performance levels.

WORD PROCESSING TECHNICIAN (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the operating characteristics and capabilities of the word/data processing and printing equipment; word/data processing terminology and machine coding requirements; agency rules, policies, and procedures pertinent to word processing operations; scientific notation and vocabulary, including some specialized terminology; various document formats; sentence structuring principles.

Ability to:  perform independent work under pressure; detect and adjust minor deficiencies and malfunctions in the word/data processing equipment; solve word/data processing problems through the integration of equipment capabilities and application requirements; explain the operations and applications of the word/data processing and printing equipment to other users; proofread transcribed material by listening to original tape or disk; correct grammatical errors including spelling, punctuation, and format structure.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  English grammar, punctuation, and spelling; the forms and formats processed in the word/data processing center; the agency organization and programs; filing, coding, and routing procedures; the capabilities and operating features of word/data processing and printing equipment.

Ability to:  communicate orally and in writing with co-workers and other agency staff; follow oral and written instructions; apply the capabilities of the word/data processing equipment to work assignments; proofread and correct grammatical errors; operate a standard typewriting keyboard; use a dictionary.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Experience in the operations and applications of word/data processing and printing equipment.

