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JULY 2, 1986 

CL.'\SS SPOCIFICATIONS 
FOR DATA PRCX:ESSING 
SERIES APPROVED Council was apprised ililt thE 1986-87 budget calls for a 

reorganization of the Data Processing function in the 
Finance Departtrent. Various class specifications for the 
Data Processing services were presented for Counci 1 's 
review and approval. 

CC-34 

Council approved a'1d adopted the specifications for the 
reorganization of the Dat.:l Pr'Oc:"essing (DP) function in the 
Finance Depart:Itent. 



.COUNCIL COl\11\IUNICATION 

TO: THE CITY COUtiCil DATE NO. 
FROM: THE CITY MANAGER'S OFFICE June 26, 1986 
SUBJECT: 

APPRJVE cr..ru:;s SPEX:IFICATICNS FUR DATA PRXESSING SERIES 

PREPARED BY: 

~ED ACI'IOO: 

Assistant City Manager 

'Illat the City Council approve and adopt the 
specifications for the reorganization of the 
Data Processing (DP) function in the Finance 
Department. 

BACKGROUND INFOR-1M'IOO: The 1986-87 budget calls for a reorganization of 
the Data Processing function in the Finance 
Department. We are not adding numerical 

positions, but rather additional classifications. 

'lhe DP eperations Specialist J;OSition requires a mre technical background, 
broader expedence, and expanded duties than the DP ~prent Operator. 
By having this additional classification, we have the opportunity of 
hiring a persm with greater skills or hiring a person with fewer skills 
at the DP Fquipnent Operator level and. developing that person in-house. 

Likewise, we recognize progranmers care to us with different levels of 
skills and abilities. We are proposing the classification of DP 
Prog:ramuer be droWed and the classifications of Data PJ:ocessing 
Progranmer/Analyst I & n be created. ~'he "I" level would be an entry 
level position, with the expectation of noving the incumbent to the "II" 
level when they have hul 2 years experie]lee at the "I" level, and have 
dem:>nstrated a high level of understanding and knowledge of the City's 
systems, progzams, software and hardware. 

J'I../3/br 

attachments 

RespectfullY subnitted, 

~(/,J_i.._ 
'ie:rry L. Glenn 
Assistant City Manager 
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DEFINITICN 

DATA PRCX:ESSING OPERATIONS SPB:IALIST 

Operates data processing c:x:up.tter console and peripheral equipnent; 
generates a wide variety of routine printouts as well as specialized reports 
for financial and other applications; instructs system users in operatiooal 
procedures and problems: and assists in maintaining and updating overall 
data processing system. 

DisriNGUISHING OIARACl'ERISTICS 

This position is responsible for the perfonnance of numerous daily, weekly, 
biweekly, m.mthly and yearly data processing jobs or tasks. It is 
responsible for system maintenance, file update, system security and other 
operational tasks in a llOOem data processing office. 'Ibe incumbent is 
responsible for the traini.ng of system users. 

'Ibe incumbent works with limited supervisioo of the Data Pl:ocessinq 
SUpervisor. The position is distinguished fran the Data Pxocessinq Operator 
position in that it requires knc:Mledge of the technical and analytical 
aspects of data processinq and the operatioo ·and use of IBM System 36 
software. 'Ihl.s position is dbtir.gui.shed fran the prograntter positions in 
~t it does not perfoxm program:u.ng tasks. 

SUPERVISICN RB:EIVED AND EXERCISED 

Receives general supervision fran the Data Processing Supervisor. 

EX1IMPLES OF Dt1l'lES 

Duties may include, blt are not limited to the following: 

Operates c:arp1ter console and periphP..ral equipnent in the use and 
maintenance of financial and other progiamsJ operates auxiliaJ:y haJ:dwaJ:e 
such as printout blrster, decollator, and related equiprent. 

Executes data processing jobs for utility billinq, payroll, payables, and 
other applications on a daily, weekly, biweekly, nonthly, or yearly basis. 
Procedures include: sign-on, sign-off, catalog, delete files, build files, 
restore files, cancel jobs, hold and release spooled jobs, save, back-up and 
re-nane files, change spools, stop and start printer, catalog and store 
data, arxl verify keyed data. Distributes output in a timely manner. 



DATA PROCESSING OPERATIONS SPEX::Il>J .. IST 
June 1986 
Page 2 of 3 

F:X:AMPLES OF DUTIES continued 

Perfonns rronth-end processing; backup files, reports on inactive accounts, 
billing registers, revenue registers~ receivables totals, and other 
infonnation. 

Perfonns special data processing jobs on request. 

Schedules jobs based upon canputer time and departmental priorities. 

Instructs enployees in word processing techniques; trouble shoots hardware 
and software difficultiesr assists in doc:uloont error and problem resolution; 
monitors needs of system users. 

Maintains system libraries and files on prcx.assing and backup; leams, 
reviews, and suggests changes to control specifications; maintains records 
of operating CCltltBOOs necessary to initiate data processing jobs. Conducts 
system maintenancer file updates; release updates; establishes and l'IOI'l.itors 
system security sub-systems; determines appropriate system configuration. 

Mairitains inventory of data processing materials and orders SUfPlies as 
necessary. 

Perfonns related duties as required. 

(;CALIFICATIOOS 

:Knc:Mlec1ge of: 

Cmplter. operations, concePts, and teiminology. 

'*>rd processing functions and document fonnation of letters, 
reports, and charts. 

M:x1em office practices, procedures, and equipnent. 

Understandinq of accounting and financial tenninology 
and practices. 
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QUALIFIC.TIONS continued 

Ability to: 

Perform operational procedures with a high degree of organization 
and accuracy. 

Assist in the analysis and developrent of cmplex projects. 

Analyze and resolve problem situations. 

Apply technical aspects of data proc.:essing. 

Convey technical concepts to system U:Sers. 

camu.micate clearly, orally and in writing. 

Follow written and oral instructions. 

tbrk independently. 

Any canbination of experience and education that would produce the 
qualifying kncMledge and ability. A typical canbination: 

Experience 

'l\«> years experience as a C::atplter operator with system 
control experience and one year of word processing experience. 

Education 

catpletion of the equivalent of blo years of college 
supplemented by data processing courses. 'lbis requirenent can be 
met with an additional two years of applicable data processing 
control experience. 
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DEFINITICN 

DATA P.R<X.YSSING PRC.GRH'fY1ER/ANALYST I 

DATA PReCESSING P~ANALYST II 

Under the qeneral supervision initiates and maintains the programs and 
teclmical specifications necessary to operate the City's data processing 
programs and equipoont; and does related W'Ork as required to develop new 
infonnation systems. 

DISTINGUISHING CHARPCTERISTICS 

The Data Prograrmer Analyst II position is distinguished fran the I level in 
that the incumbent will have a greater understanding and knowledge of the City 
of lDdi 's systems, software and hardware. This knowledge, experience and 
understanding will noxmally be obtained through a mininum of 2 years experience 
in the Data Programrer Analyst I position. 

SUPERVISION REX:EIVID AND EXER:ISID 

Receives supervision fran the Data Processing SUperVisor; my assist in the 
supervision of the Data Processing Operator and serves as data processing 
supervisor in his absence. 

EX1\MPLES OF DUTIES 

Write program instructions for the various types of system software available. 

Key specifications into the eq\rlpnent. 

Rlm CCJll>ilers and other prograrr. or utility generators. 

Keep the documentation filed and up-to-date. 

Operate the software controlling configuration and systems support. 

Draw flowcharts and form layouts to assist in catmlnication and developnent of 
procedures. 

Meet with others as required to exchange information. Assist in instl:Ucting 

the data processing operator or users, especially in technicalmtters or in 
the absence of the Data Processing SUperVisor. 

Operate equipnent in the absence of the Data Processing Operator or as 
necessary to mintain continuous service to the users. 

Be especially responsible for the integrity and backup of the libraries 
containing the software, and the files on the catplter •. 
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EXAMPLES OF DtTriES continued 

Engage in continuous study to keep current on all the software and hardware 
c.:haracteristics available for the City's "WOrk. 

Assist in the evaluation and .i.nplementation of software or hardware fran 
outside vendors. 

Perfonn related duties as required. 

spu.:IFICATIOOS 

Knowledge of: 

Techniques of data processing, including programni.ng, procedures, and 
languages. (Knowledge of RPG-II, system support, and utilities are 
necessary for the operations of the City's IBM System 36 CXl'lpUter.) 

Systems analysis and developnent, n order to ccmm.micate with those 
developing~. 

!biern office procedures, methods and equipnent. 

Ability to: 

Draw fla.«:harts and fonns' layout. 

Write necessary program and utility specifications. 

Operate data processing equiprent. 

carmuni.cate clearly, orally and in writing and maintain effective working 
relatiooships with those inside Jnd outside the organization. 

Ccmplete a project, exercise initiative without specific direction. 

Study manualn and assimilate new techniques readily. 

Be flexible and be able to adapt to ever changing requirements. 
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EXPERI:EOCE AND EDUCATIOO 

Progranmer /Analyst I: '1\olo years experience working in the progranming of 
and operation of a data processing facility with 
similar equipnent to the City's. 

Ccltpletion of high school, supplem:mted by numerous 
college level course in data processing or carputer 
science. 

Progranmer/Analyst II: '1\olo years experience with the City of Wdi. at the 
Programner Analyst I level. 


