HELIX WATER DISTRICT

August 1, 2007
COMPUTER OPERATIONS TECHNICIAN

JOB SUMMARY

Computer Operations Technician is a non-exempt technical class. Under general supervision, performs information systems support functions in such areas as help desk and user support, PC and network hardware and software installation and configuration, software support and computer and network operations; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Serves as the initial point of end-user contact and provides help desk support and technical assistance to end users on mid-range and PC platform hardware and software; troubleshoots hardware, software, network interface and other problems ranging from the simple to the moderately complex; resolves or coordinates action to resolve problems; maintains help desk problem resolution documentation.

2. Operates and ensures the availability, stability and integrity of HP 9000 operations and system performance; operates printers, peripherals and devices; monitors and responds to console messages and equipment signals; reviews computer logs to identify error messages and resolve routine problems; coordinates the work of part-time backup operators.

3. Assists and trains end users on standard software applications; orients new employees to the District’s computer environment and its operations; coordinates and evaluates training courses with outside contractors; determines and recommends needed classes; compiles student lists; schedules training classes; prepares training request forms.

4. Performs basic systems maintenance duties, including adding and deleting users, changing user passwords, creating and modifying mail groups and running and restoring back up files; formats and generates utility bills and edits billing file codes and rates.

5. Receives user requests and coordinates scheduling and completion of special jobs; performs a wide variety of computer operations support responsibilities.

6. Works with external agencies on billing issues, transfer and receipt of financial data, bill printing and other issues.

7. Orders forms, paper, ribbons, cartridges, toner and other supplies as needed; maintains equipment lists.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Functions, capabilities, characteristics and limitations of computer platforms, peripherals and network devices, including their operating environments, structures and commands.

2. Methods, practices, tools and utilities used in monitoring computer/network operations and processing.

3. Appropriate troubleshooting methods and procedures.

4. Basic systems maintenance methods and procedures.

5. Standard pc software packages, including word processing, spreadsheet, database, presentation and flow-charting.

Ability to:

1. Understand, interpret, follow, explain and apply detailed technical oral and written instructions and documentation.

2. Obtain accurate and complete information from end users to identify their needs and problems and develop responses and solutions.

3. Troubleshoot and diagnose computer/network hardware and software problems and take or ensure appropriate action to promptly resolve problems, including making minor repairs and modifications.

4. Configure PC/network equipment and installations for optimal performance.

5. Operate and monitor computer consoles.

6. Communicate effectively, orally and in writing.

7. Prepare clear, concise, accurate and comprehensive documentation, technical materials and logs.

8. Perform duties independently and conscientiously with a minimum need for supervision.

9. Practice highly effective customer service skills and establish and maintain effective working relationships with others encountered in the course of work.

10. Maintain confidentiality and security of sensitive information.

11. To work after normal working hours and occasionally on weekends or after hours for system emergencies as situations arise.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D equivalent, completion of specialized coursework in computer operations, PC support and/or information systems and three years of progressively responsible experience in operating or supporting the operations of mid-range computers, including console operations and multi-user support, providing PC user support and/or supporting the operations of a mid-size LAN/WAN.

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, walk and stand; talk or hear, in person and by telephone; use hands repetitively to finger, handle, feel or operate computers, standard office equipment and tools; reach with hands and arms; and bend, kneel and crouch. The employee is regularly required to lift up to 25 pounds and frequently to lift up to 50 pounds.

Specific vision abilities required by this job include close and distance vision, the ability to adjust focus, depth perception and color vision.

ADVANCE \u 7Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data and information; analyze and solve problems; observe and interpret situations; use math and mathematical reasoning; learn and apply new information or skills; perform highly detailed work on multiple, concurrent tasks with constant interruptions; work under established deadlines; and interact with those encountered in the course of work.

Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet. 

GM Approval:  ____________________
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