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Classification Specification
	

	
	7301200

	
	DATA CONTROL SUPERVISOR



Class Summary

The responsibilities of this classification include scheduling production processing and system changes and auditing performance of schedules to identify and resolve problems.  Incumbents prepare and maintain the daily processing schedule and administer security access to all mainframe jobs and data.  Incumbents supervise assigned staff.

Distinguishing Characteristics

This is the third level in a three-level Data Control classification series. This is the supervisor level.  Incumbents supervise computer operations and staff in a mainframe data processing environment.  Incumbents prepare, monitor, and implement complex data processing job schedules and troubleshoot and coordinate with IT staff on problems and recovery activities.
This classification is distinguished from the Computer Operator classification series in that Computer Operators are responsible for performing a variety of routine computer operations functions including operating tape drives, disk drives, printers and terminal servers, running and monitoring various programs, responding to console messages, and backing up data on all systems.  
Examples of Duties (May vary by position)
Perform the duties of a Data Control Specialist -Senior in addition to the following:
1. Supervise assigned staff by performing or participating in the following personnel responsibilities: training, staff selection, recommending and/or implementing disciplinary actions, and assisting with labor relations issues. 
2. Evaluate and document work performance formally and informally; coach, counsel, monitor, and motivate assigned staff; establish and/or prepare staffing schedules.

3. Perform mainframe job scheduling; set up daily mainframe jobs adhering to processing deadlines; make recommendations to application analysts regarding best time to run jobs and system resources available/needed at certain times.

4. Perform other duties as assigned.

Knowledge/Skills (May vary by position) 
Knowledge of supervisory techniques and principles 

Knowledge of industry software and  current scheduling software 

Knowledge of principles and practices of data preparation and control, tape library and documentation maintenance 

Knowledge of computer operations including equipment, client interfaces, peripherals, and media used in data processing

Knowledge of IBM Job Control Language

Knowledge of recordkeeping procedures and maintenance applicable to data processing; general office procedures and safety precautions

Knowledge of business unit information needs and business processes

Advanced skill in using Job Control Language

Skill in written and oral communication, including listening and communicating clearly and concisely; following written and oral instructions, guidelines and policies; technical documentation

Skill in conveying technical information to non-technical users

Skill in using and caring for computer and mainframe equipment and media 

Skill in gathering data

Skill in working independently and handling a number of tasks concurrently; prioritizing and managing time to meet schedules and deadlines

Skill in following established work priorities and in being flexible and meeting deadlines

Skill in working in a fast paced production and deadline driven environment

Skill in planning, organizing, analyzing, problem solving, and troubleshooting

Skill in working with a variety of individuals from diverse backgrounds

Skill in using current office word processing, spreadsheet, database, and email software programs

Skill in customer service
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 

	Service Status
	Career Service

	Levels within same series
	Data Control Specialist, Senior, Supervisor

	Class History
	Created  11/1996

	
	Updated   7/2007  updated font and format

	
	Updated  4/2008  added a senior level - updated class summary, distinguishing characteristics, examples of duties, and KSA’s

Old class title: Supervising Data Coordinator 
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