CITY OF OCEANSIDE

REVISED: JAN 2006
JOB CODE: 2801CE
UNIT: OCEA

CLASS SPECIFICATION
COMPUTER OPERATOR
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION
Under general supervision, to oversee and maintain assigned computer areas and equipment to
ensure smooth operation of departmental functions; and to perform a variety of tasks relative to
the assigned area of responsibility.

EXAMPLES OF DUTIES - Examples of duties performed by employees in this class may not include all
required duties, nor are all listed tasks necessarily performed by everyone in this
class.

Monitors and maintains computer systems, printers and peripherals to ensure proper functioning;
prepares and processes a variety of financial reports, including accounts payable and receivables,
bills, checks, delinquent notices and business license renewals; maintains computer supplies and
orders supplies as necessary; maintains a variety of logs and files; sets up and maintains user
accounts and security on systems; documents operating procedures in operations manual;
troubleshoots computer problems within area assigned and other departments; and performs
related duties and responsibilities as required.

MINIMUM QUALIFICATIONS
Knowledge of:
-

Operation of terminals, system consoles and PCs;
Modern office procedures, methods and equipment, including computers;
Uses of computer directories in relationship to computer systems; and
Procedures of computer program security.

Ability to:
-

Oversee assigned computer areas;
Troubleshoot a variety of computer operating problems;
Operate a variety of electronic data processing equipment;
Communicate clearly and concisely, both orally and in writing;
Establish and maintain effective working relationships with those contacted in the course of
work;

-

Maintain mental capacity which allows the capability of making sound decisions and demonstrating intellectual capabilities;
Maintain effective audio/visual discrimination and perception to the degree necessary for the
successful performance of assigned duties; and
Maintain physical condition appropriate to the performance of assigned duties and
responsibilities.

Experience and Training Guidelines
Experience: Two years of computer operating experience.
Training: Equivalent to the completion of the twelfth grade, supplemented by college level
course work in computer science or a related field.

WORKING CONDITIONS
Environmental Conditions: Office environment; exposure to computer screens.
Physical Conditions: Essential and marginal functions may require maintaining physical
condition necessary for sitting for prolonged periods of time.

