STATE OF NEBRASKA
CLASS CODE:
S07111
CLASS SPECIFICATION
SALARY GRADE:
334

EST: 01/77 - REV: 05/02
OVERTIME STATUS:
N
DATA ENTRY OPERATOR

DESCRIPTION:  Under immediate supervision, operates devices used to enter data into computer storage; processes records and reports for entry into computer storage; 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 data entry devices to transcribe data from source documents or records into computer storage and to verify accuracy of data entered by others.

Codes, indexes and compiles data for entry into the computer.

Records information in files, records, and logs to document the type and amount of work performed and to ensure uniform storage and retrieval of information.

Sorts and batches forms, documents, and other records to be entered into computer storage to document the type and number of records entered, and to process work in a prescribed manner.

Files and retrieves documents to be entered into computer storage to facilitate uniform storage and retrieval of information.

Proofreads and corrects documents and other materials produced or received to ensure the accuracy, completeness, and acceptability of the materials before further processing.

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

Knowledge of:  the operating procedures for the assigned data entry machine; the data entry screen formats used by the employing agency; the data entry operation policies and procedures of the employing agency.

Ability to:  operate the assigned data entry machine(s); identify possible errors contained in source documents.

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

Knowledge of:  data entry techniques and procedures.

Ability to:  operate a data entry machine; file and retrieve materials using alphabetical and numerical filing systems; code information in accordance with an established system; read and understand data entry machine operating manuals; understand and follow oral and written instructions.

DATA ENTRY OPERATOR (continued)

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 performing data entry equipment operation.

OR

Coursework/training in data entry equipment operation.

