NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

COMPUTER OPERATOR

Scope of Work

This is skilled work in the operation of computers and other data processing equipment.

Performs varied tasks such as the operation and control of computing systems by means of computer consoles and terminals.  Work includes monitoring console messages, displays and control panels, performing system backup procedures and processing computer data and files.  Work also includes installing peripherals and off-line equipment, maintaining equipment logs and preparing administrative reports.  Direct supervision is received from a technical superior with work reviewed in the form of reports, control records and accumulated downtime.

Examples of Work

Operates computer systems including printer hardware, operating system software and other software subsystems by means of computer consoles and terminals; installs peripherals and off-line equipment; monitors and responds to console messages, displays and control panels; performs hardware cleaning and preventative maintenance as recommended.

Process computer data and files according to departmental requests and needs; assists and responds to students, faculty and staff questions concerning computer equipment and operation.

Orders and maintains inventory of computer supplies and printing materials; performs system backup procedures including copying system files and condensing files; maintains operation logs of computer error activities and downtime.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of standard methods and equipment used in data processing.

Knowledge of computer hardware, computer operating systems and various relative software applications.

Ability to access, comprehend and apply technical information to resident computer equipment.

Ability to operate computer systems via computer consoles and terminals.

Ability to install computer hardware peripherals and software applications.

Ability to communicate effectively both orally and in writing with the general public and a diverse staff and student population.

Ability to instruct others in the operation of computer hardware equipment and software applications.

Skill in the operation of related computer and office equipment.

Preferred Training and Experience


Graduation from Senior High School or equivalent supplemented by an Associate degree in Computer Science or related field and one or more years of experience in the operation of data processing equipment.

Minimum Qualifications

Graduation from Senior High School or equivalent supplemented by coursework in Computer Science or related field and a minimum of six months work experience in the operation of data processing equipment or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements

Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential Duties

Each College will determine for their own use the essential duties assigned to this position.

The fore going is a general description of this position and may be changed from time to time by the System Administration.

