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	DEPUTY CLERK-DEPARTMENTAL COMPUTER SPECIALIST I   CLASS NO. 1741


	DEPUTY CLERK-DEPARTMENTAL COMPUTER SPECIALIST II  CLASS NO.1742


	DEPUTY CLERK-DEPARTMENTAL COMPUTER SPECIALIST III CLASS NO.0697





DEFINITION:


Under general direction to provide 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 the technical representative and liaison between the Courts and the Department of Information Services or vendors and performing related work as required.





CLASS CHARACTERISTICS:


Positions in this classification serve as the Court's full-time computer specialist.  Because the size and complexity of operations of micro and minicomputer systems varies significantly from one organization to another, positions in the Deputy Clerk - Departmental Computer Specialist series may provide support within a Court as a whole or within any one or more of its sub-divisions.





Deputy Clerk - Departmental Computer Specialist I is responsible for supporting a simple computer system configuration or assists the Deputy Clerk - Departmental Computer Specialist II or III in providing computer support.


Deputy Clerk - Departmental Computer Specialist II is responsible for supporting a moderately complex computer system configuration or assists a Deputy Clerk - Departmental Computer Specialist III in providing computer support.


Deputy Clerk - Departmental Computer Specialist III is responsible for supporting a highly complex computer system configuration.





The Deputy Clerk - Departmental Computer Specialist series differs from the Deputy Clerk - Systems Analyst series in that Deputy Clerk -Systems Analysts typically analyze, design, evaluate, and recommend information systems.  Deputy Clerk -Departmental Computer Specialists are responsible for system administration of microcomputer, minicomputer, or local area network (LAN) systems.





EXAMPLES OF DUTIES:


Determines the nature of user problems, corrects it, or calls the appropriate DIS or vendor personnel; provides training to users or identifies training resources on the proper use of hardware and software; develops and assists users in the development of applications using word processing, spreadsheet, data base, graphics and basic utility software; evaluates new developments in small computer or LAN hardware and software applications to determine upgrade possibilities and makes recommendations to departmental management; develops policy and procedure manuals for systems usage; provides input to the Department of Information Services for the development of requirements for Requests for Proposals in order to purchase new equipment or software; maintains authorized users list, maintains software and hardware inventories; provides operational support by performing system start-up, shutdowns, back-up and recovery of systems files and data; provides demonstrations of system capabilities to users and management; performs feasibility studies to determine basic software and hardware requirements; may represent the Court in related small computer activities including attending seminars, trade shows and user group meetings; coordinates and maintains technical liaison with hardware and software vendors; conducts basic cost-benefit studies to determine effectiveness of procuring microcomputer, minicomputer or LAN equipment; installs equipment or obtains appropriate DIS or vendor personnel to install equipment; maintains file/tape inventories; maintains problem logs, monitors and reports system usage; and may supervise others.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	The application of computer software for automating highly diverse agency/organization 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:


	Standard business practices and basic accounting procedures.


	Principles of programming logic and concepts.


	Data file management


	Local area network concepts and fundamentals.





Skills and Abilities to:


	Communicate effectively, both orally and in written form, with a wide variety of individuals and groups.


	Design and deliver formal office automation training to individuals or various occupational groups


	Establish and maintain effective working relationships with end users, DIS staff, vendors, and managers.


	Identify and resolve hardware and software problems.


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


	Define user needs and recommend alternatives.


	Apply software to develop office automation or management information applications.


	Supervise and train both technical and nontechnical subordinate staff.





EDUCATION/EXPERIENCE:


Education, training and/or experience which would likely demonstrate the knowledge, skills and abilities listed above.  An example of desirable education/experience which would most likely provide these knowledge, skills, and abilities is:  Completion of an Associate of Arts degree in computer sciences, information systems, or related field from a college or university or the equivalent education preparation  AND


Deputy Clerk - Departmental Computer Specialist I:  one year of experience 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.


Deputy Clerk - Departmental Computer Specialist II:  one year of experience having overall responsibility for administering a moderately complex office automation system to include microcomputers and small minicomputer or small local area network systems with a wide variety of word processing, data base management, spreadsheet, and other office automation applications.


Deputy Clerk - Departmental Computer Specialist III:  two years of experience having overall responsibility for administering a highly complex office automation system to include microcomputers and medium minicomputer or large local area network systems with a wide variety of word processing, data base management, spreadsheet, and other office automation applications.





Additional years of directly related, verifiable experience may be substituted for the required education on a year-for-year basis.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:


Working Conditions:  Must be able to lift and transport equipment weighing up to 50 lbs.


License:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their own personal vehicle.


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 2,080 hours.


Conflict of Interest:  Anyone hired into this class may be required to file a Conflict of Interest Statement pursuant to Conflict of Interest Codes.  Such a statement must be filed within thirty (30) days of hiring date.





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.
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