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 Minimum Qualification Specifications 
 for the Class: 
      
 DATA PREPARATION SUPERVISOR
 
 
Prerequisite Knowledge and Abilities Required: 

 Knowledge of:  Principles and practices of supervision; 
operations of 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 and arithmetic. 

 Ability to:  Plan, supervise and coordinate activities of a 
centralized and remote data entry system 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 data entry systems 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. 

Basic Education Requirement:  

 Experience requiring the ability to read, comprehend and 
apply written directions and a high degree of verbal skill in 
addition to the ability to perform arithmetic computations.  This 
experience may have been met from part-time and/or unpaid work.  
There must, however, be evidence that participation was on a 
continuous basis but not necessarily on a full-time normal work 
basis.  This requirement may also be met by possession of a high 
school diploma, or equivalent. 

Experience Requirements: 

 Except for the substitutions provided for in this 
specification, applicants must have had progressively responsible 
experience of the kind and quality described in the statements 
below and in the amounts shown below, or any equivalent 
combination of training and experience. 
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 Specialized Experience:  Three (3) years of work experience 
which involved the operation of a computerized data entry system 
and peripheral equipment, and preparation of data for transmittal 
into a mainframe computer.  The work must also demonstrate 
knowledge of the components and functions of the data entry 
system, and data communication such as dial-in and personal 
computer local area network (PC LAN) systems.  At least one (1) 
year of this experience must have involved the conversion of 
source data into machine readable data; and use of data entry 
utility application programs for compiling, debugging, etc., and 
demonstrated and understanding of Job Control Language (JCL) 
concepts. 

 Supervisory Experience:  One (1) year of supervisory work 
experience which included:  1) planning, organizing, scheduling, 
and directing the work of others; 2) assigning and reviewing 
their work; 3) advising them on difficult work problems; 
4) training and developing subordinates; and 5) evaluating their 
work performance, and disciplining them when necessary. 

Substitutions Allowed: 

1. Possession of a bachelor’s degree in Information and 
Computer Science from an accredited four (4) year college 
or university may be substituted for one (1) year of the 
required Specialized Experience, excluding the one (1) 
year of experience which involved the conversion of source 
data into machine readable data, and use of data entry 
utility application programs for compiling, debugging, 
etc., and demonstrated an understanding of JCL concepts. 

2. Successful completion of fifteen (15) credit hours in 
computer programming from an accredited college or 
university may be substituted for six (6) months of the 
required Specialized Experience excluding the one (1) year 
of experience which involved the conversion of source data 
into machine readable data, and use of data entry utility 
application programs for compiling, debugging, etc., and 
demonstrated an understanding of JCL concepts. 

3. Possession of an Associate in Science degree in 
Information and Computer Science, from an accredited 
community college may be substituted for six (6) months of 
the required Specialized Experience, excluding the one (1) 
year experience which involved the conversion of source 
data into machine readable data, and use of data entry 
utility application programs for compiling, debugging, 
etc., and demonstrated an understanding of JCL concepts. 



PART II    Page 3 
DATA PREPARATION SUPERVISOR 1.249 
 
 
Quality of Experience: 

 Possession of the required number of years of experience 
will not in itself be accepted as proof of qualification for a 
position.  The applicant's overall experience must have been of 
such scope and level of responsibility as to conclusively 
demonstrate that he/she has the ability to perform the duties of 
the position for which he/she is being considered. 

Selective Certification: 

 Specialized knowledge, skills and abilities may be required 
to perform the duties of some positions.  For such positions, 
Selective Certification Requirements may be established and 
certification may be restricted to eligibles who possess the 
pertinent experience and/or training required to perform the 
duties of the position. 

 Agencies requesting selective certification must show the 
connection between the kind of training and/or experience on 
which they wish to base selective certification and the duties of 
the position to be filled. 

Tests: 

 Applicants may be required to qualify on an appropriate 
examination. 

Physical and Medical Requirements: 

 Applicants must be physically able to perform, efficiently 
and effectively, the essential duties of the position which 
typically require the ability to read without strain printed 
material the size of typewritten characters, glasses permitted, 
and the ability to hear the conversational voice, with or without 
a hearing aid, or the ability to compensate satisfactorily.  
Disabilities will not automatically result in disqualification.  
Those applicants who demonstrate that they are capable of 
performing the essential functions of the position with or 
without reasonable accommodation will not be disqualified under 
this section. 

 Any condition which would cause applicants to be a hazard to 
themselves or others is cause for disqualification. 

 Any disqualification under this section will be made only 
after a review of all pertinent information including the results 
of the medical examination, and requires the approval of the 
Director of Human Resources Development. 
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Mental/Emotional Requirements: 

 All applicants must possess emotional and mental stability 
appropriate to the job duties and responsibilities and working 
conditions. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is the first minimum qualification specification for 
the new class, DATA PREPARATION SUPERVISOR. 
 
 
 
 
DATE APPROVED: 1/23/03  /s/   Dawn M. Young 
  for  KATHLEEN N.A. WATANABE 

Director of Human Resources Development 
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