	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COMPUTER SPECIALIST





DEFINITION:





Under general direction, provides a broad range of computer support to include system administration, user training, software and hardware problem identification and resolution, applications development using packaged software, basic systems configuration, package software evaluation selection and implementation, serving as a technical representative and liaison with County Department of Information Services (DIS) or vendors.





CLASS CHARACTERISTICS:





This classification is responsible for the upkeep and maintenance of the Court's computer operations.  It is distinguished from the class of LAN Systems Analyst I in that the latter analyzes, designs, evaluates, and recommends information/network systems whereas the Computer Specialist is responsible for individual administration of micro and/or minicomputers or the maintenance of local area network (LAN) systems.





EXAMPLES OF DUTIES:





Determines the nature of user problems, corrects it, or arranges to have it corrected through contacts with appropriate vendor or County DIS; provides training to users or identifies training resources; develops and assists users in the development of application using word processing, spreadsheet, data base, graphics and basic utility software; develops management information reports; evaluates new develops in small computer or LAN hardware and software applications to determine upgrade possibilities and makes recommendations; develops policy and procedural manuals for system usage; maintains authorized users lists; maintains software and hardware inventories; provides operational support by performing system start-ups, shutdowns, back-up and recovery of systems files and data; provides demonstrations of system capabilities; performs feasibility studies to determine basic software and hardware requirements; represents department as technical liaison with hardware and software vendors and county employees; conducts cost-benefit studies to determine effectiveness of procuring microcomputer, minicomputer, or LAN equipment; installs equipment or arranges to have this done; maintains file/tape inventories; maintains problem logs; and monitors and reports system usage.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





     ·	The applications of computer software for automating highly diverse organizational activities.


     ·	Capability and capacity of various application and software products for word processing, spreadsheet, data base management, graphics, communication and utilities.


     ·	Principles of hardware and software installation, testing and operation.


     ·	Micro and minicomputer operating systems.


�
General knowledge of:





     ·	Data file management.


     ·	Local Area Networks (LAN) and connectivity requirements to mini and mainframe systems.





Skills and abilities to:





     ·	Communicate effectively, both verbally and in writing, with a wide variety of individuals.


     ·	Install and operate a variety of personal computers and peripheral equipment.


     ·	Install commercial software packages and office automation applications.


     ·	Identify and resolve hardware and software problems.


     ·	Positively interact with a variety of individuals, including judges, staff, and the general public.


     ·	Design and deliver office automation training.


     ·	Write clear documentation which describes the operation of software applications developed.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be an Associate of Arts degree in management information systems or computer sciences from a college or university, and one (1) year of work experience in a moderately complex automated environment providing hardware and software training, identifying and resolving hardware and software problems, and developing a wide variety of applications using packaged software on microcomputer, minicomputer, or LAN systems.  Additional years of directly related experience may be substituted for the required experience on a year for year basis.  NOTE:  Experience limited to selling, using, or operating a microcomputer, minicomputer, or personal computer WILL NOT be considered as qualifying experience.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





Previous Class Title:  Court Systems Operations Specialist





County Class Linked To:  Departmental Computer Specialist II





Class No.:  0562
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