DATA ENTRY OPERATCOR 1433
DATA ENTRY SUPERVI SCR, 1434

Sumary of Duties : Cperates a card verifier, numeric, alphanuneric, or al phabetic
printing key to card machi ne or other key-to-tape or key-to-disc nachines in
codi ng data and anounts into tabulating cards or onto tapes or discs; supervises a
smal | group of enpl oyees or assists in supervising a |large group of enpl oyees
operating such machi nes; and does rel ated wor k.

D stinguishing Features : The work of a Data Entry Qperator consists prinarily of
operating an autonatic key processing device and invol ves responsibility for rapid
and accurate work of a repetitive nature. A supervisor nornally assigns the work,
gi ves assi stance as necessary and effects a general review as to vol une and
accuracy. The correctness of the punched information is checked visually or by a
mechani cal verifier

A Data Entry Supervisor supervises a small data entry unit and is responsible for
sone planning of the work, its distribution to operators, and the vol une and
accuracy of production. An enployee of this class perforns the nore difficult
non- supervi sory tasks and nmay assume the duties of the supervisor in the latter's
absence. As distinguished froma Data Entry Qperator, an enployee in this class
is expected to have greater insight into data entry processes and to exercise nore
i ndependent judgrent in working out problens and maki ng suggestions regarding
internal procedures. A Data Entry Supervisor receives supervision in the form of
assignnents to special tasks, determnation of work priorities, assistance on
particularly difficult problens, and general review of the work.

Exanples of Duties : Data Entry Qperator : Operates a key processing device
utilizing cards, tapes or discs to process a large variety of information
operates a card or key-disc verifier in checking the correctness of data and
repunches incorrect naterial; selects appropriate card or tape forns according to
the nature of information to be processed; may set up sinple program cards;
classifies infornmati on shown on records and assi gns preassi gned codes to input
data; breaks down data such as addresses for appropriate fields and may wite

m nor corrections on incorrect source docunents;

May operate cal cul ati ng machi nes in checki ng, bal anci ng, and summari zi ng data; may
occasionally operate rel ated equi prent such as a reproducer, interpreter, sorter
collator, or optical reader; and nmay operate typewiter termnals and CRT

term nal s.

Data Entry Supervisor : Supervises, or assists in supervising, and nmay participate
in the above work; assenbles work for processing deadlines; checks docurments and
input information before forwarding data for further processing by conputers,
records batch nunbers and the nunber of input records to be processed; gives
information to departnent personnel regarding data entry procedures and work in

pr ocess;




Advi ses operators on difficult problens; sets up program cards; keeps production
and efficiency records such as assignnent sheets, work conpl eted, and errors nade;
di stributes work, assures pro- duction schedules are nmet, and relieves the
supervisor during the latter's absence; distributes work in a unit to reduce
overtine and avoid rush periods and to provide accurate and efficient service;
arranges for repair of machi nes; deternmines the need for supplies; trains new
operators on procedures or new machi nes; updates data entry procedures nanual s;
and nmay occasional |y supervise tenmporary clerical help.

Enpl oyees of each of these classes may occasionally be assigned to other duties

for training purposes or to neet technol ogi cal changes or energencies.

Qualifications:

Data Entry Data Entry
Knowl edges : Qoer at or Super vi sor
Uses and characteristics, together
with skill in the operation of data
entry and card verifier machines; CGood CGood
Procedures in setting up program
cards and in processing input data
for a variety of purposes; CGood CGood
Safety principles and practices; CGood
Princi pl es of supervision and
of fi ce managenent including office
procedures and techni ques; CGood
Gty personnel rules, policies and
pr ocedur es; Cener al
Menmor anda of under st andi ng as t hey
rel ate to surbordinate personnel; Cener al
Laws and regul ations related to
equal enpl oynment opportunities
and affirnative action; Gener a
Data Entry Data Entry
Knowl edges (Cont) Qoer at or Super vi sor
peration of commonly used office
equi pnent, such as cal cul ating
nmachi nes; Gener al Gener al



Uses and characteristics of related

equi pnent, such as interpreters

sorter, collators, optical readers

and reproducers; Cener al Cener al

Abilities:

Performroutine clerical work,

make sinple arithnetical calcul a-

tions, and nenorize fairly diffi-

cult codes; X X

Fol low witten and oral instruc-
ti ons and nmake routine reports; X X

Learn the formats of programm ng
syst ens; X X

Pl an, coordi nate, and check the
wor k of subordinates and train
enpl oyees; X

Performresponsible clerica
wor k, keep records, and nake
reports. X

Si x nonths of experience in operating a key-to-disc or key-to-tape nmachine or a
key punch machine is required for Data Entry Qperator

Two years of experience as a data entry operator or a word processing
text editing equipment operator is required for Data Entry Supervisor

Physical Requirenents : Both dasses: Strength to perform average work such as
lifting of less than five pounds and occasional ly over 15 pounds; arm hand, and
finger dexterity with both hands involved in activities such as reaching,
handl i ng, and feeling; good speaking and hearing ability; and good eyesight.

Persons with medical limtations may, w th reasonabl e acconmodati ons, be capabl e
of performng the duties of sonme of the positions in these classes. Such

determ nation nmust be made on an individual basis in light of the person's
[imtations, the requirements of the position, and the appointing authority's
ability to effect reasonabl e accommodati ons to the person's limtations.

As provided in Gvil Service Coomission Rule 2.5 and Section 4.55 of the
Adm ni strative Code, this specification is descriptive, explanatory and not
restrictive. It is not intended to declare what the duties and
responsibilities of any position shall be.



