POSITION AGENCY/DEPT ID
DAS/DAS105770

DESCRIPTION

DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT

General Services Division State Printing & Mail Services Franklin

o DdReclassification [ INew Position [ update Position Hyperlinked to  []

g Agency Organizaticnal Tree

. USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

- & Computer Operations Supervisor 1 See Table of Organization

©x X Permanent Classified Overtime: [_] Eligible Exempt Bargaining Unit 22

52| LI Temporary | [] Unclassified

o SR Intermittent | [ Essential tf FLSA Exempt, exemption type: Page 1 of 2
Administrative

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance

Knowledge, Skills & Abilities

70 | Supervises computer operators in State Printing Mainframe Print Ser-
vices first shift operations unit: implements established mainframe
printing & production policies & procedures; supervises subordinate
employees (e.g., evaluates job performance; takes attendance, receives
employee call-ins, approves timesheets, approves leave requests, ad-
ministers discipline, conducts performance evaluations, performs em-
ployee training & development); analyzes employee input & output
workload production; monitors & oversees employees’ resolutions to
complex & difficult mainframe & network printing problems; re-
sponds to questions on production & equipment issues; observes work
& monitors refevant indicators to ensure that employees conform fo
production & processing standards; sets shift print production prieri-
ties; assists in developing standard operating procedures; prepares shift
budgeting information {e.g., overtime projection, overtime requests,
supply inventory); ensures security of facilities; communicates with
other shift supervisors for start of shift & end of shift workload turno-
ver; interfaces with user agency personnel; maintains accuracy of shift
logs & records; attends meetings, conferences & technical seminars,

JOB CODE TITLE
Computer Operations Supervisor 1

Knowledge of (1) DAS, GSD & Siate
Printing policies & procedures*; (2)
production processes; (3) OSHA & re-
lated safety standards & practices; (4)
generally accepted print production
practices (5) supervision principles &
practices; (6) employee training & de-
velopntent; (7) management of large
printing &/or fulfillment operation & in
utilizing digital technology.

Skill in (8} operation of personal com-
puter & associated hardware & software
(e.g., MS Word, Excel, PowerPoint,
Outlook).

Ability to (9) interpret & explain mod-
erately complex technical instructions
& specifications in order to direct as-
signed staff; (10) resolve preduction,
personnel & facility management prob-
lems; (11) assess questions to provide
appropriate information or referral; (12)
develop & maintain good rapport with
customer agencies, vendors & staff;
(13) communicate clearly & effectively
in written & oral form.

*developed after employment.
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USUAL WORKING TITLE OF POSITION
Computer Operations Supervisor 1 See Table of Organization

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

POSITION NUMBER
20006521

X Permanent | [d Classified Overtime: [ ] Eligible <] Exempt

[1 Temporary | [] Unclassified
[1 Intermittent Essential If FLSA Exempt, exemption type:

Administrative

Page 2 of 2

Bargaining tnit 22

NORMAL WORKING HOURS (Explain unusual or rotating shift}.

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

20

JOB CODE TITLE
Computer Operations Supervisor 1

—

3.0,6

(/S

Establishes guidelines to assess efficiency of Mainframe Printing opera- | Knowledge of 1%, 2, 4, 7, (14) data
tions: analyzes & interprets internal processes; assists in reviewing analysis
activity reports & other perforiance data to measure productivity & Skitlin 8
goal achievement & to identify program improvement opportunities; Ability to 9, 10, 11, 13, (15) prepare
participates in short- & long-range planning of operational automation | meaningful, concise & accurafe reports.

projects to ensure state-of-the-art technology.

Performs other related duties as assigned (e.g., attends staff meetings & | Knowledge of 1%, 4, 6,7

training, makes presentations at meetings, communicates with other
departments & divisions, prepares correspondence).

Skill in 8
Ability to 11, 12, 13, (16) prepare &
deliver speeches/presentations.

*developed after employment,

¥

JOB CODE
12375
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