S07041 -  IT Computer Operator Technician


STATE OF NEBRASKA
              CLASS CODE:      S07041


CLASS SPECIFICATION
              SALARY GRADE:     336


EST:  2/99 - REV:   8/05

OVERTIME STATUS:  N


INFORMATION TECHNOLOGY COMPUTER OPERATOR TECHNICIAN
DESCRIPTION:  Under direct supervision, positions in this classification perform entry level computer operations support work as described below in one or more of the examples of work listed.
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.)

Printer Support:

· Report distribution to I/O area

· Reprint lost reports for client

· Packages and prepares reports for distribution

· Restock computer forms

Computer Tape Support:

· Mount tapes when prompted

· Process tape activity reports, pull tapes for production schedule

· Maintain tape archive process/offsite and secure tapes

· Provide requested tape security

General:

· Operates peripheral equipment

· Follows policies and procedures

· Performs I/O counter support

· Assists new employees in same job class

· Inform console support of tape or printer errors

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

Knowledge of:  procedures and processes used to interface with the tape system management software, including updating the related databases electronically; bursting, decollating and signature printing equipment used to prepare and package printed materials; tape library procedures; tape drive functions and characteristics as practiced in CDP; CDP's chargeback processes as related to Computer Operations Section; data processing application flowcharts; the automated scheduling system.
Ability to: operate high speed forms processing equipment; read and follow detailed instructions for interfacing with a computer software product; run an automated scheduling system; read job control language; operate an online CRT; work under pressure producing quality work with minimal error.
Skill in:  sorting, filing and logging activities; transporting, retrieving, and filing tapes, cartridges and printed reports; operating high speed forms processing equipment; documenting/recording information; getting information needed to do the job; oral and written comprehension; oral expression; .
ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of: basic alphabetic and numeric numbering concepts; computer system functions and associated peripheral equipment; job control language; computer hardware. 

Ability to:  operate computer and peripheral equipment; follow oral and written instructions; manually separate continuous form reports;  quickly evaluate job processing problems; work closely with others; communicate both orally and in writing; perform duties of a technical nature; work with others.
Skill in:  written and verbal communication; filing techniques; developing and retaining technical knowledge; active listening; speaking; reading comprehension.
JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and/or abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and experience that will enable the candidate to acquire the knowledge and skills is acceptable.  A general qualification guideline for positions in this classification is a high school education or equivalent plus at least one year of previous computer operator experience.

SPECIAL NOTE:  

May occasionally be required to work double shifts.

Must be able to lift and carry 55 lbs.

Must be able to stand for long periods of time.
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