
Clerical,

Code: 0840

Administrative Serlice

Accounting and Gene~al Office Group
Stenographic and Typing S~~ies

CU.SS TITLE: Assistant Supervisor of Data Entry Operators

C:~~~C:~RrSTICS OF THE CLASS: Unde~ supervision, schedules daily work
assig!1!!ler1.r:sand oversees subordinar:estaff engaged in compute~ data entry
operations wir:hin a dar:a processing operations unir:; and pe~fo~s related
as required.

duties

E:~~PLES OF DUTIES: Assists in the supervision of a large group of Data Entry
Operators and S~nior Dar:a Enr:ry Operar:ors engaged in computer data preparation,
ent~y and recrieval funcr:ions; prepares and assigns daily work schedules for

subordinate sr:aff; confers wir:h supe~vis~r to schedule and priorir:ize data ent~y
projects; insr:ructs operators on time saving and efficient data entry work
procedures; prepares and maintains production records and ensures that

established efficiency and production standards are met; maintains log or work in
prog~ess; responds r:o inquiries from user clientele regarding completion of data
entry projecr:s; assists in training subordinate staff on compute~ terminals and

in dar:a enr:ry ope~ations; ope~ates compute~ terminal to pe~fo~ data ent~y

operar:ions as required; may write data entry operating procedures for data entry
projects.

DESIRABLE MINIM~~ QUALIFICATIONS:

Training and EXDerience. Three years or progressively responsible experience in

compute~ data entry operations; or an equivalenr: comhination of training and
experiet1ce.

Knowled~e. Abilities and Ski~l. Good knowledge or computer data entry
operations. K£.0wledgeof d~ta processing sys~ems.. ~nowled~ or the operation
and care of elecr:ronicdata processing equipment.

Ability to assi~n and revie~ the work of subordinate data entry st~ff. Ability

to schedule daily work a~si;nments and ~oje~ts. Ability to instr~ct and train
subordinate scar:.

-Skill in operati~g ~ata proc~s~ing equipment.
the work 0 f subord inate personne 1.

skill in planning and or;anizing
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