TITLE:


COMPUTER OPERATOR I

QUALIFICATIONS:

1.
AA degree in computer science

OR

Five years of work experience in data processing.

2. Knowledge of data processing operations, equipment, procedures and work flow.

3. Knowledge of basic terminology and procedures in the area of data processing.

4. Ability to determine priorities, plan, organize and coordinate work assignments.

5. Ability to interpret and respond to computer error messages and to detect equipment malfunctions.

6. Ability to read and understand technical data processing publications.

7. Ability to communicate technical data processing information effectively, verbally and in writing, to technical and non-technical personnel.

8. Ability to work indenpendently.

9.
Ability to establish and maintain effective working relationships with others.

OR

10
In the opinion of the Director of Information Services meets the ability to fulfill the requirements of the position.

REPORTS TO:

As assigned on current organizational chart

SUPERVISES:

POSITION GOALS:

PERFORMANCE RESPONSIBILITIES:

9. Develops operating instructions and procedures for projects run on the computer.

10. Checks production and makes corrections necessary to complete work on schedule.

11. Operates all components of the computer system and peripheral equipment.

12. Assigns priority to data processing production.

13. Maintains operating records such as production and performance reports.

14. Supervises the preparation of reports for output and distribution.

15. Maintains computer equipment.

TERMS OF EMPLOYMENT:  
Twelve months. Paygrade as established by the School Board in current salary schedule 3

EVALUATION:
Performance evaluated annually in accordance with the Board=s policy on evaluation of support personnel.
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