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CONTRA COSTA WATER DISTRICT


SENIOR COMPUTER OPERATOR
DEFINITION

Under general supervision, to prepare, initialize, operate, control, and perform minor maintenance of District minicomputers, servers and peripherals; to prepare, process and control meter reading devices; to assist staff and users; to provide clerical support for Information Systems; to prepare and maintain various logs and records; and to perform related work as assigned.

DISTINGUISHING CHARACTERISTICS

Senior Computer Operator is the fully experienced, journey level classification, capable of the full range of independent system operations, troubleshooting, and user assistance.  In addition, this classification prepares devices and processes data for the District's meter reading system, and performs related support functions.

SUPERVISION RECEIVED AND EXERCISED

Receives direct supervision from the Information Systems Manager and lead direction from the Senior Systems Analyst, and may receive technical and functional supervision from other professional staff.

EXAMPLES OF DUTIES

Operates and controls the minicomputer; monitors and maintains system status.

Prepares equipment for meter readers and processes collected information, including loading routes, and downloading and processing meter reading data.

Loads tape files, prioritizes and queues jobs, prepares equipment with disks, forms and other supplies; initializes the computer in accordance with operating instructions.

Operates system to generate a variety of scheduled processing such as treated water billing, customer service orders, payroll, auto deposit, accounts payable, timesheets, Telog reads, and a variety of reports.

Maintains operator logs to track system, job and equipment status.

Sets up filesave tapes and initiates system backups.

Transfers, archives, stores and/or retrieves data using various media (disk, tape, electronic transfer, microfiche tapes, etc.); obtains archives from off-site storage.

Diagnoses, troubleshoots and resolves interruptions in processing, and problems with job control language, computer, or hardware if possible; contacts supervisor or analysts regarding major system failures.

Replaces toner and ribbons on printers, clears jams, loads paper and special forms and adjusts printers correspondingly, cleans tape drive heads, and performs related minor maintenance; initiates contact with vendor maintenance services regarding equipment malfunctions; maintains computer room cleanliness standards.

Monitors output for accuracy and completeness; prepares and distributes reports to users.

Monitors and orders replacements for computer supplies.

Receives, inventories and processes new hardware and software, processes warranty and registration cards, and maintains current inventory of hardware and software; prepares and monitors work orders for hardware/software installation.

Administers training coupons for standard desktop software training classes; checks out computer training materials and magazines to employees.

QUALIFICATIONS

Knowledge of:
Applicable techniques and terminology used in the operation of minicomputer systems and servers.

Applicable operating environments, commands, structures and job control language.

Initialization, operating, back up, and restore procedures.

Requirements and procedures for set up and minor maintenance of computer peripherals.

Techniques for troubleshooting basic computer prob​lems, and restarting jobs.

Working knowledge of desktop computers and associated common applications software.

Skill in:
Initializing and operating the computer system and peripheral equipment.

Monitoring and responding to equipment and system status messages, annunciators and signals.

Keeping accurate logs and records, and writing trouble reports.

Setting up, adjusting, and performing minor maintenance to printers, tape drives, and related peripheral equipment.

Communicating clearly in oral and written form.

Planning and organizing work within assigned priorities to maximize utilization of equipment.

Troubleshooting and correcting basic system and equipment problems.

Determining the need for vendor repair services, or the involvement of higher level personnel.

Ability to:

Learn the specifics of Contra Costa Water District data processing systems, equipment, and procedures.

DESIRABLE QUALIFICATIONS

A typical way of gaining the knowledge and skills outlined above is:


Equivalent to graduation from high school or equivalent, supplemented by technical course work in data processing operations, and two years of responsible computer operations experience on similar computers.

OTHER REQUIREMENTS

Possession of a valid California driver's license and a satisfactory driving record; overtime, evening, weekend or holiday work.

PHYSICAL DEMANDS

Mobility to work in an office setting and use keyboards and other office equipment; vision to read computer screens and printed materials; speech and hearing to converse in person and over the telephone; tolerance for noise and controlled temperatures; mobility and strength to lift, carry and load computer supplies.
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