CLASS SPECIFICATION











CLASS TITLE:  COMPUTER OPERATOR I�CLASS CODE:  D003











CLASS SUMMARY





The Computer Operator I works under supervision and is responsible for monitoring computer system consoles and responding to production requests.  This position is governed by procedural manuals and agency/institution policy.





EXAMPLES OF WORK





1.	Monitors computer consoles and remote terminals and responds to production requests.





2.	Troubleshoots codes, user terminals, and printer problems.





3.	Coordinates work with quality control and keeps users and supervisor up to date on


	system or production problems.





4.	Operates printing, bursting, and decollating equipment.





5.	Operates and maintains tape drives, loads tapes, and cleans tape heads.





6.	Performs routine maintenance of printers including changing ribbon cartridges and print


	bands.





7.	Mounts computer tapes or disk packs on drives as required.





8.	Checks production output for errors and print quality.





9.	Answers user questions regarding jobs and output.





10.	Performs related responsibilities as required or assigned.





WORKING RELATIONSHIPS





The Computer Operator I has regular contact with other computer operators and programmers within the department and occasional contact with system users.
































COMPUTER OPERATOR I (CONT.)











SPECIAL JOB DIMENSIONS





Occasional shift work is required.





KNOWLEDGE, ABILITIES, AND SKILLS





Knowledge of computer hardware and software capabilities.


Knowledge of operations and production schedules and procedures.


Knowledge of computer languages and error messages.


Ability to operate computer hardware and peripheral equipment.


Ability to sequence jobs to maintain continuous hardware operations.


Ability to process reports according to job specifications.





MINIMUM QUALIFICATIONS





The formal education equivalent of a high school diploma, plus one year of experience or one year of specialized training in computer operations or related area.





Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.
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