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 Class Specifications 
 for the Class: 
 
 DATA PREPARATION SUPERVISOR
 
 
Class Distinguishers: 

 Complexity:  This class reflects responsibility for 
planning, supervising and coordinating, through subordinate 
supervisors, the work of a group of data entry clerks, i.e., Key 
Equipment Operators, etc., involved with keying and verifying 
data at a central data processing facility; coordinating 
computerized data entry operations with other data processing 
production units; providing system support services for the data 
entry software application and supervising other computer support 
staff.  The work involves establishing and maintaining 
operational procedures for the central and remote data entry 
systems; overseeing data input prepared by user agencies; 
maintaining the data entry software application by ensuring that 
input data is captured properly; preparing and maintaining 
application formats and tables from which data can be retrieved; 
writing instructions to convert source data into machine readable 
data; preparing inputted data for entry into the mainframe 
computer systems; maintaining user security profiles; and 
assisting in monitoring and maintaining the system and local area 
networks (LANs). 

 Supervisory Responsibility:  Supervises, through subordinate 
supervisors, a staff of data entry clerks engaged in keying and 
verifying data at a central data processing facility. 

 Supervision Received:  A position in this class works under 
general supervision.  Instructions are limited to general 
guidance and direction to specific priorities and expected 
results. 

 Full Performance Knowledge and Abilities:  (Knowledge and 
abilities required for full performance in this class.) 

 Knowledge of:  Principles and practices of supervision; 
operations of a computerized data entry system and peripheral 
equipment; procedures for keying and verifying data; general 
mainframe computer hardware and concepts of operating systems; 
Job Control Language (JCL) concepts; general concepts of data 
communication such as dial-in and personal computer local area 
network (PC LAN) systems; use of data entry utility application 
programs for compiling, debugging, etc.; methods of computerized 
data entry system hardware and software recovery; arithmetic; 
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pertinent personnel provisions in the State Administrative rules 
and regulations; and departmental guidelines and applicable 
collective bargaining agreements. 

 Ability to:  Plan, supervise and coordinate activities of a 
centralized and remote data entry unit; operate computer and 
peripheral equipment to test application programs, maintain data 
entry software application, backup data and programs to magnetic 
media, and develop and revise coding and keying instructions; 
write machine readable instructions; assist with maintaining the 
data entry system and PC LANs; develop training programs and 
supervise the training of others; maintain records and prepare 
operational reports; maintain effective working relationships 
with others; and communicate effectively orally and in writing. 

Examples of Duties:  (The sole position in this class may not be 
assigned all of the duties listed, nor do the examples 
necessarily include all the duties that may be assigned.  The 
omission of specific statements does not preclude management from 
assigning such duties if such duties are a logical assignment for 
the position.  The classification of a position should not be 
based solely on the examples of duties performed. 

1. Direct and supervise the work assignments of a group of data 
entry clerks responsible for keying and verifying data, 
through subordinate supervisors. 

2. Plan, coordinate and direct the activities of the data entry 
unit to maximize the efficiency and effectiveness of the 
workload and human resources. 

3. Assist with planning and coordinating hardware and software 
evaluation, installation, implementation and conversion. 

4. Prepare, update and implement the operational procedures for 
the computerized central and remote data entry systems, 
including backup of data and programs onto magnetic media; 
restoration of data from backup media; system 
startup/shutdown; file maintenance; file transfers between 
the data local and remote data entry system and the host 
mainframe computer system; generation of management reports, 
operator statistics and billing data; and additions, changes 
and deletions of data entry system users. 

5. Oversee the preparation of input data by user agencies 
(e.g., monitor for timeliness; ensure that proper data and 
formats are included, check for and resolve discrepancies, 
assist with necessary changes in sequences, other edits, 
etc.); data entry from source documents and verifying 
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process; the preparing and entering of data into the 
mainframe computer systems; and reviewing, 
accepting/rejecting and maintaining documentation for all 
data preparation jobs. 

6. Advise and inform departmental and user agencies on 
standards, policies, procedures, techniques, and methods of 
data entry capture. 

7. Implement data entry system recovery procedures utilizing 
diagnostic and utility programs; and consult vendor customer 
representative to determine problem resolution when 
necessary. 

8. Prepare and modify application program formats by utilizing 
the computer compiler and debugging programs; consult with 
Data Processing Systems Analyst on input, output and editing 
requirements for new or revised application formats. 

9. Prepare, write, test and document user exit computer 
applications program instructions to edit, insert and change 
data records; prepare and write instructions for conversion 
and compilation into computer machine instructions; review 
and run test of computer applications programs; and correct 
program errors by altering instructions. 

10. Assist Data Processing Systems Analysts in monitoring and 
maintaining the data entry system and network to insure that 
the software and equipment are operating effectively and 
efficiently; identify operational problems, determine cause 
and most effective resolution; and issue instructions to 
staff. 

11. Provide data for the budgetary and expenditure plans. 

12. Train and assist staff on concepts of the systems, network, 
software, and use of data entry application and utility 
programs. 

13. Participate in the review and evaluation of new data entry 
systems. 

14. Recommend staff changes to meet requirements of the unit; 
prepare manpower reports and correspondence; and conduct 
interviews to fill vacant positions. 

15. Review and resolve personnel problems; initiate disciplinary 
actions in accordance with collective bargaining provisions, 
departmental and State personnel rules and regulations. 
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16. Establish recruitment test controls and criteria, and 
administer testing of data entry clerk applicants in 
coordination with the central human resources department. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
  
 This is the first specification for the new class DATA 
PREPARATION SUPERVISOR.  
 
 
Effective Date:  07/01/98
 
 
 
DATE APPROVED: 1/23/03  /s/   Dawn M. Young 
  for  KATHLEEN N.A. WATANABE 

Director of Human Resources Development 
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