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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona  85012
 

Equal Opportunity Employer
 

 
    

POSITION TITLE: Computer Operator, Lead DIVISION: General

WORK YEAR: 12 Months DEPARTMENT: Data Processing

LOCATION: CES SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The Computer Operator, Lead operates two DEC VAX 11/780 computer systems including the operator terminals, printers, magnetic tape units,
disk drives, communication equipment.  Performs job related duties as assigned.
 
ESSENTIAL FUNCTIONS:
 

1.       Provide on-site supervision of computer room personnel to monitor work performance and ensure timely job completion.

2.       Schedule and operate two DEC/VAC 11/780 computers.

3.       Make recommendations for command language charges and operator guides.

4.       Contact the computer vendor’s remote diagnostic center or field engineering representative for service on equipment when
required; make appropriate entry in the log.

5.       Work closely with programmers and systems analysts during testing of programs; schedule time, mount tapes or paper, etc.

6.       Notify Division Manager of low stock of printers and console ribbons, stock paper, forms, and supplies.

7.       Control all queues in accordance with the department’s standard operating procedures.

8.       Train new computer operators.

9.       Provide backup tapes for all master files; maintain tape library.

10.    Coordinate input and output data.

11.    Burst, decollate and distribute reports as necessary.

POSITION TITLE:          Computer Operator, Lead
 
 
 
 
QUALIFICATIONS:
 

1.       High School diploma or GED.

2.       Two years experience as a computer operator on a medium scale system using job control language.

3.       Ability to comprehend technical language of operating instructions and equipment manuals, and to explain clearly any operating
problems and difficulties in interpreting program intent.
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4.       Ability to performs a variety of tasks subjects to frequent change and quickly establish new priorities to meet rigid deadlines.

5.       Familiarity with data processing concepts and programming techniques.

6.       Ability to analyze workload requirements and assign personnel to accomplish the tasks to be performed.

7.       Ability to issue clear written and oral instructions regarding major duties to be carried out by assigned personnel.

 
 
SUPERVISION RECEIVED:
 
Systems Manager
 
 
 
SUPERVISION GIVEN:
 
None
 
 
 

PREPARED BY: REVIEWED BY: REVIEWED BY: JOB NUMBER: EFFECTIVE 
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PSPC CEA Employee Relations 3124 1/4/99
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