PART T DEPARTMENT OF PERSONNEL SERVICES 1.296
STATE OF HAWAII

Class Specification
for the Class:

COMPUTER OPERATIONS SUPERVISOR IT
(COMPUTER OPERATIONS SUPVR ITI)

Duties Summary:

Plans, organizes and supervises the data processing
production operations of a central computer center and its
satellite stations; develops operational procedures for
electronic data processing production operations; participates
in the development of long-range plans for the systems and
assumption of new functions and major system changes which
require modification of existing operating procedures; and
performs other related duties as assigned.

Distinguishing Characteristics:

This class 1s responsible for the work production activities
of a large central computer center characterized by 24-hour
operations and substantial staffing requiring supervision over
subordinate full-time computer operations shift supervisors and
others. This work involves consultation with user agency
administrative personnel, other agencies and industry
representatives in the development of new or improved management
procedures for more effective computer utilization; the review
and evaluation of changes in the system for additional work
assignments and the determination of impact on the overall
operations and production of the electronic data processing
center; participation with superiors and other key staff members
in developing long-range plans for the electronic data
processing system, assumption of new functions, a major system
change, etc.; the development of operating procedures, emergency
plans, disaster plans, etc.; the review and approval of priority
requests for special reports requiring interruption of
established machine schedules or data processing routines; the
development and implementation of production goals, quality and
production control measures; the determination of priorities of
operation; preparing manpower and budget estimates; and
directing procedures for special studies or unusual operation.
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Duties are performed under general supervision with
consultation with the systems operations manager on an as needed
basis. Operation procedures, practices and standards are
established by a position in this class. The incumbent serves
as the technical resource for information pertaining to the
central computer operations and participates in the planning,
evaluation and implementation of systems changes or production
requirements.

Examples of Duties:

Plans, organizes, coordinates, directs and reviews the work
of a data processing production operation staff in a large and
complex electronic data processing installation; coordinates
with other personnel and other data processing units, adjusting
work operations as necessary to meet requirements of operating
agencies or users; directs the review, receipt, editing and
control of input and output data for accuracy and completeness;
reviews causes for discrepancies or inaccuracies and initiates
appropriate corrective actions; reviews job schedules and
coordinates with wvarious users in insuring submittal of source
data according to processing schedules; reviews the
establishment and maintenance of tape, disk and other magnetic
recording libraries, job code control language media, work
libraries and logs of all data sets created; keeps informed on
technological advancements in the electronic data processing
field and determines potential effects on current procedures and
operations; recommends staff and equipment changes for the
center; reviews and evaluates reports of equipment utilization
for improvement in procedures, machine operations or scheduling,
etc.; prepares activity and other reports and correspondence;
may prepare floor layouts of equipment and operational
facilities; directs the operation of data status, storage
libraries and job control record files; participates in the
selection of new operations staff employees; recommends and
endorses recommendations for promotions; establishes and
supervises a training program to improve performance of
operations personnel; establishes and reviews compliance to
general working standards to promote order and safety in
operations; and participates in administrative conferences.
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Knowledge and Abilities Required:

Knowledge of: Principles and practices of supervision;
principles and practices of electronic and electro-mechanical
data processing production operation; basic computer programming
and data processing systems analysis concepts; operations and
capabilities of various electronic and electro-mechanical data
processing equipment.

Ability to: Plan, direct and coordinate the operations of a
data processing operation facility; develop operational goals,
standards and procedures; evaluate operations and implement
changes as required; develop emergency production operation
plans; coordinate production operations with other data
processing functions; participate in the development of long-
range plans for data processing systems; prepare clear and
concise reports; establish and maintain effective relationships
with vendor representatives, operating officials and others.

This is an amendment to the class specification for the class
COMPUTER OPERATIONS SUPERVISOR II, approved on December 11,
1978.

DATE APPROVED: 2/19/85 Clement L. Kamalu
for JAMES H. TAKUSHI
Director of Personnel Services
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