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   Class Specification 
   for the Class: 
 
   COMPUTER OPERATIONS SUPERVISOR I

(COMPUTER OPERATIONS SUPVR I) 
 
 
Duties Summary: 
 

Supervises a shift of computer operators in the day-to-day 
operations of a large central electronic data processing center 
with one or more computer systems having on-line teleprocessing 
and satellite station facilities; or supervises all computer and 
related production operations for a small computer center; and 
performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 

This class reflects two types of full-time computer 
operations supervisory positions located in a computer center 
having one or more computer systems with on-line teleprocessing 
and/or satellite station features as follows: 

 
(1)  Supervision of computer operators engaged in electronic 

data processing operations for a large central computer center 
having 24-hour operations and substantial subordinate staffing.  
The work involves planning, assigning, coordinating and 
directing the work of computer operators in the computer center 
and its satellite stations, if any, in accordance with 
established operating procedures, practices, schedules and work 
priorities; providing coordinative assistance to systems staff, 
programmers, users and multiple vendor personnel with regard to 
maintenance, abnormal computer behavior or failure of operating 
systems software, hardware and communications systems and 
recommending improvements thereto as they apply to computer 
operations; and assuming responsibility for the security and 
safekeeping of all equipment and records while in operation.  
The work may also involve instituting maintenance or test 
programming, remedial corrective action, job processing 
rescheduling or other actions as required in accordance with 
established operational practices and procedures. 
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When assigned to evening, night and/or weekend shifts, 
positions typically also have responsibility for the physical 
security of the entire computer center as well as the computer 
room and administrative supervision over other work units within 
the center such as data entry, scheduling and/or control.  Such 
administrative supervision is concerned with the approval of 
emergency leaves or the temporary redistribution of personnel to 
meet unexpected work load needs due to unanticipated staff 
shortages and such related problems.  It does not involve 
responsibility for the continued technical direction of work 
performed within these units. 

 
This type of position in this class works under the general 

supervision of a higher level computer operations supervisor who 
establishes operating procedures and practices.  Commitments 
made at this level are based on applicable procedures, 
instructions or precedent situations.  Decisions and 
recommendations require judgment when problems are not covered 
by directly applicable standard instructions, established 
techniques, systems or procedures such as in adjusting sequences 
of processing due to machine breakdowns or the need for testing 
equipment due to suspected problems and similar situations. 

 
(2)  Supervision of all data processing production 

activities for a small computer center where the intensity and 
scope of operations do not require the services of subordinate 
computer operation supervisors.  Work includes continuing 
technical responsibility for supervising computer operators as 
well as for other data processing production activities such as 
data entry and verification and scheduling/control; 
participating in or developing operating procedures, emergency, 
disaster and related plans; participating in reviewing and 
evaluating new computer needs or developments to develop and 
adjust plans for operation and production; reviewing and 
approving priority requests for special unanticipated processing 
needs; and having responsibility for the security of equipment 
and records of the center.  The work typically includes 
preparing and justifying manpower and budget requirements for 
the computer operations section. 

 
The duties are performed under the general supervision of 

an overall computer systems manager and include participating in 
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planning, evaluating and implementing systems changes as they 
pertain to production operations. 
 
Examples of Duties: 
 

Type 1:  Supervises and coordinates the work of computer 
operators and other subprofessional personnel assigned to an 
electronic data processing computer operations center on an 
assigned shift; monitors job schedules and directs job streams 
for processing; reviews operator procedural instructions for 
device mounting, retention and output device instructions; 
verifies that appropriate data sets and magnetic volumes are 
available and that job control cards are arranged properly; 
prepares and modifies erroneous job control cards when detected; 
oversees the initialization of computer systems and peripheral 
equipment requirements in accordance with the various operating 
system instructions; directs the manipulation of the various 
queues providing for teleprocessing; reviews the output of 
others working on a shift for accuracy and completeness; 
reviews, evaluates and independently acts to correct machine 
stoppages, machine adjustments and error conditions; advises or 
assists operators in locating, diagnosing and correcting 
unscheduled machine halts, such as program or equipment 
malfunctions; reviews output of diagnostic test program results; 
determines vendor responsible for equipment and cooperates with 
multiple vendor customer engineers in servicing and maintaining 
the data processing equipment; regenerates control systems, 
using backup system packs, tapes, etc.; reviews reports on 
hardware failure encountered on other shifts and briefs oncoming 
shifts; participates with supervisors in reviewing electronic 
data processing utilization, work load and scheduling reports to 
determine the efficiency of computer operations; participates in 
developing and improving operations standards and standard 
operating procedures; recommends to supervisor revisions to 
established schedules based on operating experience, also 
revision for site and safety improvements; evaluates and 
prepares job performance reports of subordinates; maintains 
complete production records of all shift operations and prepares 
status reports of all jobs processed or in process at the end of 
shift; trains and develops assigned staff; participates in 
interviewing applicants and makes recommendations for 
appointments and promotions; may advise users, programmers and 
analysts on the development of programs for operations 
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efficiency as requested; ensures the physical security of the 
facility during evening, night, and weekend shifts, acts 
independently to cope with power outages, air conditioning and 
related breakdowns and provides administrative supervision to 
staff of other work units during evening and weekend shifts; may 
develop and recommend policies and procedures peculiar to 
assigned shift. 
 

Type 2:  Plans, coordinates, reviews and directs the work of 
a data processing production operations staff in a small 
computer center including operation of the computer, job 
scheduling control and review of input/output and data entry and 
verification; develops operational procedures; participates in 
evaluating new computer developments or systems changes as they 
affect production operations and develops long and short-term 
plans accordingly; reviews and approves priority requests for 
processing jobs; establishes control and reporting procedures to 
collect information on operations for management use and makes 
appropriate recommendations; based on standard operating 
procedures and requirements, evaluates newly developed software 
documentation to assure that they meet production requirements 
(e.g., whether they provide information to cover potential 
problems in operations and are clear and understandable for 
operations purposes); evaluates work activities and implements 
measures to increase productivity as required; prepares staffing 
and budget estimates or may develop the budget proposal and 
justifications for the operations section; participates in 
interviewing and recommending for selection new operations staff 
and recommends personnel actions; supervises the work of 
computer operations and data entry and control staff; assesses 
the need for and gives or coordinates training; diagnoses or 
oversees the diagnosis of unscheduled machine stoppages; 
determines the appropriate vendor(s) responsible for repairs and 
cooperates and coordinates activities with them in servicing, 
maintaining and repairing equipment; may validate 
repairs/maintenance performed for payment; advises programmers, 
analysts or users developing or modifying systems and programs 
relative to operations/production requirements and implications 
as requested. 
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Knowledge and Abilities Required: 
 

Knowledge of:  Principles and practices of supervision; 
operation of an electronic computer, its components, its 
operating system, and other peripheral computer equipment; 
computer console operations; operations of remote teleprocessing 
systems; machine instruction codes; remote job entry operations; 
methods and techniques of system and program recovery; 
capabilities and limitations of various types of electronic 
computer systems; job control language principles; and basic 
programming and data processing system analysis concepts. 

 
Ability to:  Plan, assign and supervise the operations of a 

data processing operation center; visualize flow of data through 
a data processing system; review programs and procedures to 
determine reasons for unprogrammed halts and make necessary 
program modifications or mechanical adjustments to restart the 
process; instruct others in all types of data processing machine 
operations; and (for Type 1 positions) perform work on rotating 
shift schedules. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

This is an amendment to the class specification for the class 
COMPUTER OPERATIONS SUPERVISOR I, approved on March 5, 1980. 

 
 
 
 

DATE APPROVED: 2/19/85 Clement L. Kamalu 
  for  JAMES H. TAKUSHI 

Director of Personnel Services 
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