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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 9616

November 2000

POSITION TITLE:
Lead Computer Operator

REPORTS TO:
Various supervisors

Objective: To act in a leadership capacity for all computer operations, including performing the most complex activities.  To perform as technical expert in the monitoring and control of 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.  To provide training, technical direction and guidance to subordinate computer operators.

Essential Functions:
1. Trains, assigns, guides and monitors subordinate operators in accordance with training and production and standard procedures.

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

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

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

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

6. 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.

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

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

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

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

11. Maintains operating records such as machine performance, output units, supply inventories and production; reports daily work and processing volumes to management upon request.

12. Maintains an expert knowledge of applications and utilities software, including job control languages. Devises and controls complex reruns and file reconstructions in problem solving situations.

13. Prepares, modifies, and installs runbooks and documentation on the system as directed.

14. Maintains an expert knowledge of enterprise servers and peripheral equipment and identifies hardware errors and notifies operations manager, systems software personnel, or maintenance personnel as appropriate.

15. Assists users in the preparation of their requests and in problem solving, both in person and on the telephone. Calls for assistance of programmers, analysts, software personnel and operators when needed in a problem solving context.

16. Maintains data center records, such as run requests, error and problem logs, work orders and invoices for microfiche and key-to-tape and printer click charges, and logs of work done for special users.

17. Maintains tape library and archival vault. Receives and installs in the tape libraries new tape media.

POSITION CLASSIFICATION - 9616
November 2000

POSITION TITLE:
Lead Computer Operator
18. Inventories and requisitions forms and supplies, as directed.

19. Orders and accounts for all blank payroll checks received from the Secretary Treasurer’s office.

20. Meets regularly with operations manager to discuss and organize production activities.

21. Ensures timely and accurate report data by monitoring production schedules.

22. Confers with software systems engineering in the event errors require a change of instructions or sequence of operations.

23. Maintains the production, test, development, data warehouse, imaging and fine server environments.

24. Observes the continuous operations of the console panel, storage devices, printers and the action of the console printer to monitor the system and determines the point of equipment or program failure.

25. Manipulates controls in accordance with standard procedures to rearrange sequence of job steps to continue operations when individual units of the system malfunction.

26. Queues, prints, identifies, sorts, prepares and delivers all computer output as appropriate.

27. Executes backup and recovery plans of all computer systems.

28. Maintains and operates all production environment systems in the computer operations center to ensure the completion of tasks and optimization of performance.

29. Reports daily work and processing volumes to management upon request.

30. Observes and reacts to correct error or stoppage in order to resume operations.

31. Selects and loads input and output, observes operations of equipment, control panels, error lights, verification printouts error messages and faulty output; maintains operating records; reports problems with hardware/software.

32. Ensures, as directed, quality of production environment.

33. Provide routine maintenance for all computer equipment in the computer center.

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

Education/Experience: High School Diploma or equivalent.  Five (5) or more 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. 

