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WORD PROCESSING SUPERVISOR III

DESCRIPTION:  Under administrative direction, plans, organizes, directs, and controls the operation of a word processing center, advises agency staff on word processing capabilities, and supervises subordinate word processing staff including a subordinate supervisor; 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.)

Plans, organizes, coordinates, and controls word processing center operations to establish operational priorities, to coordinate these operations with other functions within the agency, and to ensure objectives and standards are established and attained and are congruent with overall goals.

Determines and requests/submits staff, material and equipment needs for the word processing center, to contribute to the formulation and justification of budgetary requests for the operation and/or agency as a whole.

Implements or monitors magnetic or media file systems to facilitate efficient storage and retrieval.

Confers with and counsels subordinate word processing staff members to explain or exchange information on work policies, procedures, and guidelines and to identify the characteristics and impact of, and formulate possible solutions to, work-related problems.

Reviews and compares the work performance and/or products of subordinate word processing staff with established standards to determine employee production levels and training needs and to recommend appropriate personnel actions such as promotions, disciplinary actions, status changes, separations, and grievance dispositions to agency management.

Trains subordinate word processing staff in the principles, practices, policies, and procedures of word processing to maintain or improve the production levels of employees in accordance with established work performance standards.

Develops and revises office and word processing procedures and guidelines to coordinate the word processing support function with agency needs.

Compiles operational records and reports of work flow, production statistics, staff attendance, overtime, and equipment malfunctions to document and provide information on work activities and occurrences for making decisions on equipment requirements, workloads, budgeting, and staffing.

Monitors inventory levels to request office supplies for the word processing center and ensure that the needs of the center are met.

Monitors confidential information processed through the unit to preserve its confidentiality.

Monitors the operational status of the word processing equipment to make minor adjustments and ensure proper maintenance and efficient operation.

WORD PROCESSING SUPERVISOR III (continued)

Confers with users, in person and by telephone, to discuss various projects under consideration and answer any questions employees may have regarding complicated dictation or unclear instruction.

Disseminates information orally, by correspondence, or by distributing written materials pertinent to the agency/center procedures and operations to provide requested answers or data to written inquiries, visitors, and agency staff.

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

Knowledge of:  agency policies and procedures and the rules pertinent to personnel practices; the agency organizational structure, mission, and activities; techniques of supervision; the procedures for procuring  supplies, materials, and equipment.

Ability to:  plan, assign, direct, and evaluate the work of subordinate staff members; develop and install new or revised word processing policies and procedures; analyze the work and staffing requirements of the unit supervised; coordinate word processing operations with program functions to attain agency objectives; determine training needs of subordinate staff; train subordinate staff.

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

Knowledge of:  the practices, procedures, and equipment used in word processing operations; record keeping practices and administrative reporting.

Ability to:  communicate with subordinate staff and agency management/program staff; interact with subordinate and agency staff, government officials, and the public to establish and maintain work relationships; understand and apply written and oral instructions and administrative policies and guidelines; prepare operational activity and expenditure reports; make decisions pertinent to the interpretation of word processing procedures and standards.

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 performing or supervising word processing functions.

