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Classification Specification
	

	
	7300300

	
	SUPERVISING COMPUTER OPERATOR



Class Summary

The responsibilities of this classification include supervising staff responsible for the operations and maintenance of mainframe computers and related data-processing equipment. Incumbent responsibilities include providing technical leadership, team building, goal setting, work planning and project management of the major information systems of the business unit. The work includes integrating a variety of initiatives to accomplish management objectives; making recommendations or decisions regarding non-routine problems; and performing assignments according to well-defined instructions and operating procedures: preparing machines for operation by setting system parameters, connecting auxiliary equipment, starting/monitoring system operations and monitoring, and controlling and accessing a variety of applications for terminal and personal-computer users.

Distinguishing Characteristics

This is a working supervisor classification and is the third level in a three-level classification series. This classification is distinguished from the Computer Operator Specialist and Computer Operator classifications in that the incumbent is responsible for the supervision of staff. Assignments require use of judgment, initiative and alertness to sequence of operations, exceptions and controls. The incumbent provides final recommendations concerning hires, terminations, performance appraisals and work assignments. This classification is distinguished from the Data Coordinator classification series in that it is not responsible for the operation and maintenance of the mainframe computer systems. This classification is distinguished from the Information Systems classification series in that it is not responsible for the design of databases for mainframe and personal-computer systems.

Examples of Duties (May vary by position)

1. Supervise staff; provide training and evaluate staff performance; provide coaching, counseling and corrective action for performance; develop unit work plans.

2. Create, code and maintain/update form overlay library; create and maintain laser-printer job description library.

3. Prepare a variety of reports. 

4. Design, develop and coordinate training plans for staff on operating systems, equipment and procedures. Conduct training.

5. Perform duties of the Supervising Data Coordinator during off-shifts or as a result of organizational or system design.

6. Be familiar with and perform duties of the Computer Operator and Computer Operator Specialist as required.
7. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of computer operations and procedures and peripheral and support equipment
Knowledge of office procedures
Knowledge of mainframe operating systems
Skill in organizational and analytical thinking
Skill in lead or supervisory responsibilities
Skill in providing direction and leadership
Skill in managing a variety of supervisory tasks of technical staff including daily assignment and customer service, hiring, termination and performance issues
Skill in designing training materials and staff training plans
Skill in prioritizing and performing multiple tasks within time constraints and in dealing with the stress of meeting deadlines
Skill in participating on a team or acting as part of self-managed team
Skill in maintaining equipment and performing minor maintenance and repair
Skill in foreseeing and averting problems
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Computer Operator, Specialist and Supervising Computer Operator
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