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	DEPUTY CLERK-DATA ENTRY OPERATOR





DEFINITION:





Under general supervision to perform a wide variety of production data entry and verification work of average difficulty and to perform related work as required.





DISTINGUISHING CHARACTERISTICS:





Incumbents operate on-line systems and input, update and verification work is done in a production environment and from source documents submitted.  Deputy Clerk-Data Entry Operator is a journey level class requiring skill in operating the various data entry functions, modifying data entry programs and following data entry documentation.  This class differs from the next higher level class Senior Data Entry Operator in that the latter performs lead/first line supervisory assignments and is responsible for operating converters and merging on-line data.  





Classes in this series differ from those in other clerical series in that the latter may operate a computer display terminal to input and retrieve records and information using a standard alpha-numeric keyboard to call up preprogrammed formats or recall established files for information.





EXAMPLES OF DUTIES:





Read and follow entry procedures, operate data entry and verification devices, enter and verify data from source documents, maintain and modify program diskettes, code and abbreviate source documents for keying and maintain machine utilization forms and batch slips.





MINIMUM QUALIFICATIONS:





General Knowledge of:


	Data processing methods, data entry terminology, and on-line commands.


	Data entry programming techniques, equipment modes and function keys.


	General office clerical procedures.


	Arithmetic and business mathematics.


	


Skills to:


	Operate on-line data entry terminals and related peripherals.


	Operate all function and mode keys and verification devices.


	Key and verify alpha and numeric data with speed and accuracy.


	Key from a wide variety of source documents.


	Read, understand and follow program documentation, data entry procedures and operator manuals.


	Modify and create data entry programs. 


	Maintain records, files and batch slips.


	Establish work priorities and perform jobs in proper sequence.


	





EDUCATION/EXPERIENCE:





Education, training and/or experience which demonstrates possession of the knowledge and skills stated above. An example of qualifying experience would be: at least twelve (12) months of full-time (or equivalent part-time) production experience operating a key-to-disk or on-line data entry system.





Six (6) months of experience as a Junior Data Entry Operator in San Diego County service may also be considered qualifying.  CRT experience is not considered qualifying.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Certificate:  A Data Entry Certificate for at least 12,000 keystrokes per hour with a 1% (or less) error rate using a keypunch data entry keyboard.  Test must have consisted of alpha-numeric data and the certificate must state the type of data entry equipment used, that the test was given on a reverse 10-key data entry keyboard, and must have been issued from a business college or school.  Certificate must not be more than two years old.





Work Schedule:  Employees in these positions may be required to work day, evening or night shifts or on weekends.





Work Conditions:  Positions require working eight (8) hours a day at a computer terminal.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:	This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.





PROMOTIONAL LINE:





TO:		Deputy Clerk - Senior Data Entry Operator
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