
 

 
 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
Th i s  p o s i t i o n  in vo lves  r esp o n s ib i l i t y  fo r  su p erv i s in g  an d  co o rd in a t in g  mic ro -  an d  min i - co mp u te r  

ac t iv i t i e s ,  s e rv i ces ,  an d  fu n c t io n s  in  a  d ep ar tmen t  o r  amo n g d ep ar tmen t s .   Th e  in cu mb en t  i s  r esp o n s ib l e  

fo r  p ro v id in g  a  va r i e ty o f  s t a f f  su p p o r t  se rv i ces ,  i n c lu d in g  eq u ip men t  i n s t a l l a t i o n ,  main t en an ce  o f  l o ca l  

an d  wid e  a rea  n e two rks  an d  p ro grammin g  ac t iv i t i e s  i n c lu d in g  RP S  main ten an ce  an d  p ro grammin g  wo rk .   

Th e  wo rk  i s  p e r fo rmed  u n d er  t h e  gen era l  su p er v i s io n  o f  a  h igh er  l eve l  emp lo yee .   Over s igh t  i s  exerc i sed  

o ver  t h e  wo rk  o f  su b o rd in a t e  Co mp u te r  Sys t ems  Tech n ic i an s  an d  o th er  co mp u te r  r e l a t ed  p o s i t i o n s  wi th in  

th e  d ep ar tmen t .   Th e  in cu mb en t  d o es  r e l a t ed  wo rk  as  r eq u i red .  

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
Tra in s ,  an d  gu id es  an d  mo n i to r s  t h e  wo rk  o f ,  Co mp u te r  Tech n ic i an s  an d  o th er  co mp u te r  r e l a t ed   

      p o s i t i o n s  wi th in  th e  d ep ar tmen t ;  

Wr i t es  p ro grams  to  ad ap t  b u s in ess  o r  s t a t i s t i ca l  o p era t io n s  to  mic ro -  an d  min i - co mp u te r  p ro cess in g ;  

May  o ver see  an d  p ar t i c ip a t es  i n  t h e  imp lemen ta t io n  an d  main t en an ce  o f  t h e  Co u n ty’ s  Rea l  P ro p er ty 

In fo rmat io n  Sys t em,  i n c lu d in g  sys t em t ro u b lesh o o t in g ,  t h e  u p lo ad in g  an d  d o wn lo ad in g  o f  f i l e s  an d  

in s t a l l a t i o n  o f  p ro gram u p d a tes ;  

May  fo rmu la t e  r ep o r t s  fo r  s t a t e  an d  lo c a l  go vern men t s ,  i n c lu d in g  co u n ty,  t o wn ,  v i l l age  an d  d i s t r i c t  

sch o o l s ;  

May co o rd in a t e  t h e  co n ver s io n  o f  r ea l  p ro p er ty i n fo rmat io n  an d  p ro ced u res  t o  i n t e r face  wi th  th e  NYS 

RP S  u s in g  sk i l l s  i n  sys t ems  an a lys i s  an d  p ro grammin g;  

May  p ar t i c ip a t e  i n  p resen ta t io n s  to  l o ca l  a s sesso r s  an d  o th er  emp lo yees  r egard in g  o n  an y cu r ren t  an d  

n ew ver s io n s  o f  t h e  NYS Rea l  P ro p er ty Sys t em;  

Eva lu a t es  an d  r eco mmen d s  acq u i s i t i o n  o f  co mp u te r  h a rd ware  an d  so f tware  to  mee t  au to mat io n   n eed s ,  

co n s id er in g  u se r  n eed s  an d  agen cy go a l s ;  

P a r t i c ip a t es  i n  t h e  p l an n in g  fo r  an d  th e  in s t a l l a t i o n  o f  co mp u te r s  an d  accesso ry eq u ip men t  su ch  as  CRT 

mo n i to r s  an d  p r in t e r s ;  

Devi ses  ap p l i ca t io n s  fo r  t h e  co mp u te r  sys t em to  mee t  n eed s  an d  go a l s ,  an d  en h an ce  e f f i c i en cy;  

Co n f igu res  eq u ip men t  an d  in s t a l l s  co mmu n ica t io n s  in t e r faces  an d  cab l in g  in  co u n ty b u i ld in gs   an d  

ver i f i e s  p ro p er  p e r fo rman ce ;  

Co n d u c t s  n eed s  an a lys i s  an d  mee t s  wi th  r eq u es t e r s  o f  co mp u te r  p ro d u c t s  o r  se rv i ces  t o  i n su re  t h a t  wh a t  

i s  r eq u es t ed  wi l l  acco mp l i sh  go a l s ;  

May ac t  a s  Lo ca l  Area  Ne two rk  Ad min i s t r a to r ;  

Keep s  in fo rmed  o n  n ew d eve lo p men t s  i n  co mp u te r  h a rd ware  an d  so f tware  an d  r ev iews  p u b l i ca t io n s  an d  

sp ec i f i ca t io n ;  

So l i c i t s  ven d o rs  t o  o b ta in  in fo rmat io n  an d  sch ed u les  d emo n s t ra t io n s  as  n ecessa ry;  

P ro vid es  t r a in in g  to  n ew an d  ex i s t i n g  s t a f f  r egard in g  th e  u se  o f  co mp u te r  eq u ip men t  an d  so f tware ,  

i n c lu d in g  lo ad in g  o f  p r in t e r  fo rms  an d  in k  ca r t r i d ges ,  l o ad in g  an d  s to r in g  d i sk  f i l e s ,  r eco rd  r e t r i eva l  

an d  u p d a te ;  

Op era t es ,  mo n i to r s ,  an d  co n t ro l s  co mp u te r ,  n e two rk  se rver ,  an d  p er ip h era l  d ev ices ;  

S tu d ies  sys t em an d  ap p l i ca t io n  o p era t in g  in s t ru c t io n s  to  d e t e rmin e  p ro p er  eq u ip men t  se tu p  an d  ru n  

r eq u i remen t s ;  

Main ta in s  r eco rd s  o n  mach in e  p e r fo rman ce  an d  co n tac t s  ap p ro p r i a t e  t ech n ica l  p e r so n n e l  i n  t h e  even t  o f  

mach in e  o r  so f tware  mal fu n c t io n ;  o b ta in s  r ep l a cemen t  o f  n o n - rep a i r ab le  eq u ip men t  f ro m ven d o r ;  

P er fo rms  n o rmal  d a i ly  main t en an ce  t asks ,  su ch  as  f i l e  b acku p s  an d  r es to ra t io n ,  an d  f i l e  r eo rgan iza t io n  

as  r eq u i red  b y th e  va r io u s  ap p l i ca t io n  p ro ced u res ,  f i l e  p u rges ;  

Co o rd in a t es  co mp u te r  ac t iv i t i e s  b e tween  t h e  va r io u s  d ep ar tmen t s ;  
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P ro v id es  p h o n e  su p p o r t  fo r  sys t em u ser s ;  

Ass i s t s  i n  p rep ar in g  n ar ra t ive  an d  s t a t i s t i ca l  r ep o r t s  su mmar iz in g  d ep ar tmen t  p ro grams ,  p ro j ec t s ,  go a l s ,  

p l an s  an d  ac t iv i t i e s  wi th  t h e  a id  o f  mic ro co mp u te r s ;  

Ass i s t s  d ep ar tmen t  h ead s  to  imp l emen t  ch an ges  mad e  to  imp ro ve  d ep ar tmen t  p ro ced u res  cau sed  b y th e  

in s t a l l a t i o n  o f  n ew eq u ip men t ;  

Reviews  an d  r eco mmen d s  so f tware  p ackages  an d  co mp u te r  ap p l i ca t io n s  fo r  d ep ar tmen t  fu n c t io n s ;  Ad ap t s  

p u rch ased  so f tware  p ro grams  as  n eed ed ;  

An a lyses  an d  eva lu a t es  p ro ced u res  fo r  acq u i r in g  h ard ware  an d  so f tware ,  an d  ass i s t s  d ep ar tmen t s  i n  

acq u i r in g  co mp at ib l e  eq u ip men t  i n  t h e  o p era t io n  o f  so f tware ;  

Des ign s ,  d eve lo p s  an d  t es t s  p ro gram fo rms ,  an d  sys t ems  lo g ic ;  

Des ign s  fo rms  fo r  l a se r  p r in t in g ,  t h en  migra t es  wi th  cu r ren t  p ro grammin g  u s in g  DDS (Data  Descr ip t io n  

Sp ec i f i ca t io n s ) ;  

Mo ves  co mp u te r  eq u ip men t  t o  va r io u s  lo ca t io n s  as  n ecessa ry;  

Do cu men t s  o p era t in g  p ro ced u res .  

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
Th o ro u gh  kn o wled ge  o f  t h e  u se  an d  o p era t io n  o f  mic ro -  an d  min i - co mp u te r s  an d  r e l a t ed  p er ip h era l  

eq u ip men t ;  

Th o ro u gh  kn o wled ge  o f  t h e  ap p l i ca t io n  o f  va r io u s  typ es  o f  mic ro -  an d  min i - co mp u te r s  eq u ip men t  t o  

acco u n t in g ,  s t a t i s t i ca l ,  an d  d a t ab ase  man agemen t  p ro b lems ;  

Go o d  kn o wled ge  o f  d a t a  p ro cess in g  co n cep t s  an d  t e rmin o lo gy;  

Bas i c  kn o wled ge  o f  t h e  p r in c ip l es  an d  p rac t i ces  o f  su p erv i s io n ;  

Wo rkin g  kn o wled ge  o f  t h e  p r in c ip l es ,  co n cep t s ,  an d  t e rmin o lo gy u sed  in  mic ro -  an d  min i - co mp u te r  

sys t ems  an a lys i s ;  

Ab i l i t y  t o  r easo n  lo g ica l ly  t o  so lv e  p ro b lems ;  

Wo rkin g  kn o wled ge  o f  s t a t i s t i c s  an d  o p era t io n s  r esea rch ,  i n c lu d in g  n e two rk  q u eu in g  th eo ry;  

Ab i l i t y  t o  i n s t ru c t  o th e r s  i n  t h e  u se  o f  mic ro -  an d  min i -h ard ware  an d  so f tware ;  

Ab i l i t y  t o  t ro u b lesh o o t  mic ro -  an d  min i - co mp u te r  p ro b lems  an d  p er fo rm min o r  main t en an ce  an d  r ep a i r  

o f  h a rd ware ;  

Ab i l i t y  t o  make  min o r  r ep a i r s  t o  mic ro -  an d  min i - co mp u te r  eq u ip men t ;  

Ab i l i t y  t o  ad vi se  an d  t r a in  o th er s  i n  mic ro -  an d  min i - co mp u te r  o p era t io n  an d  so f tware  ap p l i ca t io n s ;  

Ab i l i t y  t o  i n s t a l l  an d  u se  p u rch ased  so f tware ;  

Ab i l i t y  t o  p rep are  wr i t t en  p ro gram an d  o p era t io n  d o cu men ta t io n ;  

Ab i l i t y  t o  wo rk  wi th  p eo p le  b o th  in s id e  an d  o u t s id e  th e  o rgan iza t io n ,  e sp ec i a l ly  wi th  e l ec t ed  an d  

ap p o in t ed  o ff i c i a l s  o f  t o wn s  an d  o ff i c i a l s  o f  s t a t e  agen c ies .   

 

MINIMUM QUALIFICATIONS:  
EITHER:  

 

(A)  Grad u a t io n  f ro m a  r eg io n a l ly acc red i t ed  o r  New Yo rk  S ta t e  r eg i s t e red  co l l ege  o r  u n iver s i t y  wi th  a  

b ach e lo r ’ s  d egree  in  co mp u te r  sc i en ce ,  i n fo rmat io n  r eso u rce  man agemen t ,  mic ro - co mp u te r  

t ech n o lo gy o r  r e l a t ed  f i e ld  an d  two  year s  o f  exp er i en ce  in  t h e  o p era t io n  an d  main t en an ce  o f  mic ro -  

an d  min i - co mp u te r  eq u ip men t ,  wh ich  sh a l l  h ave  in vo lved  p ro grammin g  ac t iv i t i e s ,  l o ca l  a rea  

n e two rk  ad min i s t r a t i o n  an d  th e  in s t a l l a t i o n ,  main t en an ce  an d  u se  o f  o p era t in g ,  wo rd  p ro cess in g ,  

d a t a  b ase  man agemen t ,  f i n an c ia l  an d  u t i l i t y  so f tware ;  OR 

 

(B)  Grad u a t io n  f ro m a  r eg io n a l ly acc red i t ed  o r  New Yo rk  S ta t e  r eg i s t e red  co l l ege  wi th  an  asso c i a t e  

d egree  in  o n e  o f  t h e  a reas  men t io n ed  in  (A)  ab o ve  an d  fo u r  year s  o f  exp er i en ce  as  d esc r ib ed  in  (A)  

ab o ve ;  OR 

 

(C)  An  eq u iva l en t  co mb in a t io n  o f  t r a in in g  an d  exp er i en ce  as  d e f in ed  b y th e  l imi t s  o f  (A)  an d  (B)  

ab o ve .  

 


