10- 22- 82
DATA PROCESSI NG TECHNI G AN TRAI NEE, 1134
Summary of Duties : Receives on-the-job training in data processing concepts and data

control procedures; perforns the nore routine data processing clerical work; may
operate off-line data processing equi pnent; and does rel ated work.

Di stingui shing Features : Under cl ose supervision, a Data Processing Technician
Trai nee | earns basic job processing and data control procedures within a centralized
conputer center.

This is a tenporary training class and enpl oyees are required to pronote to a higher
level class within four years.

Exanpl e of Duties : Receives on-the-job training in data processing concepts, data
control procedures, and control docunentation; |ogs and routes conputer process
reports; assenbles input data, job control |anguage and ot her el enents of job stream
setup for conputer processes; answers tel ephone inquiries; coordinates routine
processes between schedul ing and Tape Library Sections; checks output data for
errors; perfornms the nmore routine and repetitious processes in off-1ine equipment
such as sorting, bursting, collating, decollating, and operating and envel op
inserting device; and may occasionally be assigned to other duties for training

pur poses or to meet technol ogi cal changes or emergencies.

Qualifications : A working know edge of general office practices and procedures
including filing, indexing, and cross-referencing; a general know edge of basic
arithnetic; a general know edge of basic data processing tern nology and synbol s;
the ability to recognize witten and nunerical errors; the ability to understand and
followoral and witten instructions; and ability to deal tactfully and effectively
with enpl oyees in other sections and departnents.

One year of office clerical or data processing experience is required for Data
Processi ng Techni ci an Trai nee.

Physi cal Requirements : Strength to performaverage lifting of 15 pounds and
occasi onal |y over 25 pounds; good hearing and speaking ability; and good eyesight.

Persons wi th handi caps may be capabl e of performng the duties of some of the
positions in this class. Such determ nati on nust be nade by the nedi cal exam ner on
an indi vi dual basis.

As provided in Gvil Service Conmission 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.



