DRAFT

Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-9020  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:
DATA ENTRY KEYERS


43-9021

BROADBAND LEVELS:

Level 1 – Pay Band 001






Level 2 – Pay Band 003

DESCRIPTION

This is work operating a data entry device, such as keyboard or photo composing perforator. Duties may include verifying data and preparing materials for printing.

Some positions in this occupation may be responsible for coordinating work and supervising employees.

EXAMPLES OF WORK
Supervises employees by assigning work, reviewing progress and assessing performance.

Enters data from source documents into computer or onto tape or disk for subsequent entry, using keyboard or scanning device.

Compiles, sorts, and verifies accuracy of data to be entered.

Compares data entered with source documents.

Deletes incorrectly entered data.

Re-enters data in verification format to detect errors.

Keeps record of completed work.

Selects materials needed to complete work assignment.

Loads machine with required input or output media, such as paper, cards, disk, tape or Braille media.

Resolves garbled or indecipherable messages, using cryptographic procedures and equipment.

Files completed documents.

EXAMPLES OF JOB CHARACTERISTICS

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

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

	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.

	Processing Information
	Compiling, coding, categorizing, calculating, tabulating, auditing, verifying, or processing information or data.

	Documenting/Recording Information
	Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

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

	Implementing Ideas, Programs, Etc.
	Conducting or carrying out work procedures and activities in accord with one's own ideas or information provided through directions/instructions for purposes of installing, modifying, preparing, delivering, constructing, integrating, finishing, or completing programs, systems, structures, or products.

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


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Problem Identification
	Identifying the nature of problems



	Product Inspection
	Inspecting and evaluating the quality of products



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



	Information Organization
	Finding ways to structure or classify multiple pieces of information



	Coordination
	Adjusting actions in relation to others' actions



	Management of Personnel Resources
	Motivating, developing, and directing people as they work, identifying the best people for the job



	Clerical
	Knowledge of administrative and clerical procedures and systems



	Computer
	Knowledge of computer software including applications


LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS
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