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Classification Specification
	

	
	7300100

	
	COMPUTER OPERATOR



Class Summary

The responsibilities of this classification include operating and maintaining mainframe computers and related data-processing equipment according to a schedule. Incumbent responsibilities include monitoring, controlling and accessing a variety of applications for mainframe-terminal and personal-computer users; preparing mainframe machines for operation; connecting auxiliary equipment; and monitoring the running of subsystems operations.

Distinguishing Characteristics

This is the entry-level position and the first in a three-level classification series. This classification is distinguished from the Computer Operator Specialist in that the incumbent in this position is responsible for preparing, monitoring and operating mainframe subsystems. Assignments are performed under close supervision and according to well-defined instructions and operating procedures and require judgment, initiative and alertness to operations, exceptions and controls. This classification is distinguished from the Data Coordinator classification series in that the Computer Operator is not responsible for the operation and maintenance of the mainframe computer systems. This classification is distinguished from the Information Systems Professional classification series in that the Computer Operator is not responsible for the design of databases for mainframe and personal computer systems. 

Examples of Duties (May vary by position)

1. Answer or respond to Help Desk calls; determine problem and recommend solutions; give instructions or refer to vendors. Maintain daily problem status reports.

2. Ensure jobs are processed according to schedules and requirements; prepare outputs for distribution.

3. Recognize and identify system malfunctions and initiate corrective actions to maintain schedule.

4. Operate, troubleshoot or repair peripheral equipment hardware.

5. Monitor system activity from an operator console; recognize, interpret and respond to console messages from system and application software.

6. Maintain media library; identify and pull vault tapes and place in carrying containers.

7. Monitor system backups.

8. Perform some Data Coordinator duties, depending on work load and organizational and system design.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of division standards and procedures
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 tasks

Skill in oral and written communications

Skill in interpreting and applying career-service guidelines and collective-bargaining agreement provisions
Skill in following written and oral procedures or instructions
Skill in analyzing and troubleshooting job abends or computer halts
Skill in working independently and showing initiative in identifying and solving problems
Skill in prioritizing and performing multiple tasks within time constraints
Skill in dealing with the stress of meeting deadlines
Skill in dealing with a diverse group at all levels of the organization and with consultants
Skill in participating on a team or acting as part of a self-managed team
Skill in remaining current and learning new technologies
Skill in maintaining equipment and performing minor maintenance and repair
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
	Non-Exempt

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