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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION – 9613, 9614, 9663
November 1998

POSITION TITLE:
Data Processor II

REPORTS TO:
Designed Supervisor(s)

Objective: To enter transactions and other data, as directed, into a designated desktop, mid-range or main frame computer system. To maintain data, files and other records.

Essential Functions:

1.
Collects designated forms, data, documents and enters data from these forms into a designated desktop, mid-range or main frame computer system.

2.
Ensures the accuracy, confidentiality and security of data and designated computer systems.

3.
Files relevant paperwork, as directed.  Searches files for various data, as directed.

4.
Receives training, technical direction, and guidance on data processing operations.  Reads and reviews user manuals. Maintains a current knowledge of related data processing systems.

5.
Provides data processing support to other users, and troubleshoots data processing problems.

6.
Builds databases and files required for general operations and reporting.

7.
Provides general office support, which includes: answering phones, routing calls, taking messages; making copies; collating documents; filing; and performing as receptionist, as required or requested. 

8.
Initiates or responds to inquiries from staff, schools, and management, as directed.

9.
Collects and compiles information and data for reports, as directed.

10
Performs other related duties as required or requested.

Education/Experience: High School Diploma or equivalent.  One (1) to three (3) years of demonstrated proficiency and experience performing data entry is required.

Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer services; safety; security, disaster and other policies, procedures, and practices.  Demonstrated effective and diplomatic oral and written communication skills with staff, management, and vendors.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office environment.  Essential functions regularly require spending long periods of time sitting at a work station performing data entry.  Essential functions may require working non-traditional hours.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

