DENVER PUBLIC SCHOOLS
900 GRANT STREET / DENVER, CO  80203
900 GRANT / DENVER, CO 80203

TELEPHONE (303) 764-3200

FAX (303) 764-3201


[image: image1.png]



HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 9602

November 2000

POSITION TITLE:
Computer Operator II

REPORTS TO:
Various supervisors

Objective: To monitor and control the enterprise servers and peripheral equipment in the data center environment.  To function as an operational contact with users when necessary, including discussing work requests and resolving production problems.

Essential Functions:
1. Operates all enterprise server related equipment at the data center. Sets-up and executes batch production jobs, monitor system consoles, handle printers and tape drives, monitor the terminal network, and troubleshoot operations problems.

2. Maintains the tape library organization, and performs tape related functions, including assigning tapes, cleaning tapes, downloading files for desktop tape creation, cleaning tape drives, sending/receiving tapes to/from offsite storage.

3. Prepares and distributes reports, including organizing and directing print files to printers, printing, bursting, decollating and mailing. Performs quality control checking of reports produced. Helps maintain order in forms storage area and computer room.

4. Maintains an awareness of environmental and emergency equipment in the data center.

5. Contributes to maintenance and operation of procedural documentation, as directed.

6. Develops and modifies daily setup of processing schedules, as directed.

7. Requests equipment maintenance; explains problems to customer engineers and systems software technicians; documents such problems in appropriate logs.

8. Briefs incoming shift personnel on job and system status; writes system turnover logs.

9. Consults with Lead Operator, Operations Manager, applications and systems software personnel in preparing for new or modified production procedures.  Seeks consultation, as directed.

10. Performs all of the operating functions of the enterprise servers and peripheral equipment as needed, including shut-down and start-up procedures for all enterprise servers, peripherals, and UPS equipment.

11. Directs and/or carries out special procedures involving archival databases, database recoveries, and special programs and activities outside the standard production environment.

12. Recognizes and handles documents related to data center work flow, such as source documents for data entry, documents for ordering fiche, program copyover requests, and related documents and activities.

13. Keeps abreast of new technologies and maintains relationships with computer supply vendors.

14. Reports design, reliability and maintenance problems to immediate supervisor.

15. Provides troubleshooting and technical support to company field engineers, technicians and customers.

16. Performs other related duties, including special projects, as required or requested.

POSITION CLASSIFICATION - 9602
November 2000

POSITION TITLE:
Computer Operator II
Education/Experience: High School Diploma or equivalent.  One (1) to three (3) years of progressively responsible experience successfully operating enterprise server related equipment, preferably within a large school district or public sector employer.  Demonstrated hands-on knowledge of computer hardware and software products.  Demonstrated computer skills including extensive experience working with operating systems including Windows, Macintosh, UNIX, and other proprietary systems.

Licensure/Qualifying Standards: Computer industry certification in various proprietary networking systems may be required.  Must have a current and valid State of Colorado driver’s license.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a computer facility.  Essential functions require may require use of a personal vehicle. Essential functions involve assigning tapes, cleaning tapes, downloading files for desktop tape creation, cleaning tape drives, sending/receiving tapes to/from offsite storage, and a demonstrated ability to differentiate colors.  Essential duties may involve: occasional lifting of up to 50 pounds to move or unpack equipment, and working in confined spaces to access equipment.  Essential duties may require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

