Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-9010  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:
COMPUTER OPERATORS


43-9011

BROADBAND LEVELS:

Level 1 – Pay Band 001

DESCRIPTION

This is work monitoring and controlling electronic computer and peripheral electronic data processing equipment to process business, scientific, engineering, and other data according to operating instructions.  Incumbents may enter commands at a computer terminal and set controls on computer and peripheral devices, and monitor and respond to operating and error messages.

EXAMPLES OF WORK
Enters commands, using computer terminal, and activates controls on computer and peripheral equipment to integrate and operate equipment.

Enters commands to clear computer system and start operation, using keyboard of computer terminal.

Loads peripheral equipment with selected materials for operating runs, or oversees loading of peripheral equipment by peripheral equipment operators.

Observes peripheral equipment operation and reports error messages displayed on terminal monitor to detect faulty output or machine stoppage.

Diagnose reasons for equipment malfunction and enters commands to correct error or stoppage and resume operations.

Clears equipment at end of operating run and reviews schedule to determine next assignment.

Records information, such as computer operating time and problems which occurred, such as down time, and actions taken.

Reads job set-up instructions to determine equipment to be used and order of use.

Answers telephone calls to assist computer users encountering problems.

Notifies supervisor of errors or equipment stoppage.

Separates output, when needed, and sends data to specified users.

Assists workers in classifying, cataloging, and maintaining tapes.

EXAMPLES OF JOB CHARACTERISTICS

	Interacting With Computers
	Controlling computer functions by using programs, setting up functions, writing software, or otherwise communicating with computer systems.

	Getting Information Needed to do the Job
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	Monitor Processes, Materials, and/or Surroundings
	Monitoring and reviewing information from materials, events, or the environment, often to detect problems or to find out when things are finished.

	Handling and Moving Objects
	Using one's own hands and arms in handling, installing, forming, positioning, and moving materials, or in manipulating things, including the use of keyboards.

	Updating and Using Job-Relevant Knowledge
	Keeping up-to-date technically and knowing one's own jobs' and related jobs' functions.

	Communicating With Other Workers
	Providing information to supervisors, fellow workers, and subordinates. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Repairing and Maintaining Electrical Equipment
	Fixing, servicing, adjusting, regulating, calibrating, fine-tuning, or testing machines, devices, and equipment that operate primarily on the basis of electrical or electronic (not mechanical) principles.

	Performing Administrative Activities
	Approving requests, handling paperwork, and performing day-to-day administrative tasks.

	Evaluating Information Against Standards
	Evaluating information against a set of standards and verifying that it is correct.

	Identifying Objects, Actions, and Events
	Identifying information received by making estimates or categorizations, recognizing differences or similarities, or sensing changes in circumstances or events.


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Problem Identification
	Identifying the nature of problems



	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents



	Operation and Control
	Controlling operations of equipment or systems



	Speaking
	Talking to others to effectively convey information



	Operation Monitoring
	Watching gauges, dials, or other indicators to make sure a machine is working properly



	Monitoring
	Assessing how well one is doing when learning or doing something



	Troubleshooting
	Determining what is causing an operating error and deciding what to do about it



	Equipment Selection
	Determining the kind of tools and equipment needed to do a job



	Active Listening
	Listening to what other people are saying and asking questions as appropriate



	Solution Appraisal
	Observing and evaluating the outcomes of a problem solution to identify lessons learned or redirect efforts



	Computers and Electronics
	Knowledge of electric circuit boards, processors, chips, and computer hardware and software, including applications and programming



	Clerical
	Knowledge of administrative and clerical procedures and systems



	English Language
	Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar



	Customer and Personal Service
	Knowledge of principles and processes for providing customer and personal services including needs assessment techniques, quality service standards, alternative delivery systems, and customer satisfaction evaluation techniques



	Telecommunications
	Knowledge of transmission, broadcasting, switching, control, and operation of telecommunications systems


LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS
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