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I.    ELECTRONIC DATA PROCESSING SCHEDULER SERIES:

Electronic Data Processing Scheduler

II.   SUMMARY OF SERIES:

Incumbents of positions in this series schedule operating time, duty rosters, preventive maintenance, etc. for an electronic data processing installation; review requests for operating time; communicate with staff 
and users on matters concerning production runs; and perform related work as required.

The basic purpose of this work is to schedule the operating time of electronic data processing activities.

III.  ORGANIZATIONAL LEVELS:

Electronic Data Processing Scheduler is a technical job.

IV.   EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.     Schedules operating time including test times, duty rosters, preventive maintenance, etc. for an electronic data processing installation to ensure proper utilization of computer time.

2.     Reviews requests for operating time by checking the accuracy of job control language and determining production time and personnel requirements to ensure effective production runs.

3.     Meets with users to identify production needs, resolve scheduling problems and establish or adjust production priorities.

4.     Monitors the progress of work against schedules by conferring with staff members, recording the status of work and initiating problem reports to effect corrective action by supervisors.

5.     Maintains records on such matters as production schedules, computer time, number of devices used, etc.

6.     Performs related duties such as reviewing operations logs to determine status of equipment and production runs; making entries in operations logs; preparing output for bursting, decollating, routing, mailing, binding, etc.; and preparing reports as required.

V.    DIFFERENCES BETWEEN LEVELS IN SERIES:

None.

VI.     RELATIONSHIPS WITH OTHERS:

Major work contacts are with agency staff and user representatives.

VII.  SUPERVISION RECEIVED:

Incumbents of positions at this level receive general supervision from employees of higher grade who provide guidance on policy, assign work and review performance through conferences and reports for effectiveness and conformance with established standards.
VIII. SUPERVISION EXERCISED:

None.

IX.   WORKING CONDITIONS:

Electronic Data Processing Schedulers may work varied shifts and/or irregular hours; may be exposed to excessive noise; and may lift and transport heavy loads.

X.     QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.     Knowledge of the methods and techniques of electronic data processing.

2.     Knowledge of the terminology, codes and standard abbreviations used in electronic data processing.

3.     Ability to read and interpret documents such as electronic data processing operating manuals, logs, etc.

4.     Ability to understand and apply the policies, procedures, specifications, standards and guidelines governing assigned unit activities.

5.     Ability to work accurately with names, numbers, codes and symbols.

6.     Ability to assemble items of information according to established procedures.

7.     Ability to maintain accurate records.

8.     Ability to prepare general reports.

9.     Ability to prepare charts, graphs and tables.

10.     Ability to give oral and written instructions in a precise and understandable manner.

11.     Ability to follow oral and written instructions.

12.     Ability to exercise sound judgment.

13.     Ability to work independently.

14.     Ability to adjust to changing program or emergency production requirements.

15.     Ability to communicate effectively in oral expression.

16.     Ability to establish and maintain harmonious working relationships with others.

Based on assignment, the following additional qualifications may be required at hire:

1.     Ability to lift and transport heavy objects.

XI.     QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.     Knowledge of the types and uses of the electronic data processing equipment used in the assigned unit.

2.     Knowledge of the types and applications of job control language applicable to electronic data processing systems and equipment.

3.     Knowledge of the policies, procedures, specifications, standards and guidelines governing assigned unit activities.

4.     Knowledge of the types and uses of agency forms.

XII.  MINIMUM ENTRANCE REQUIREMENTS:

Applicants must have at least (A) two years of full-time, or equivalent part-time, experience in electronic data processing work, the major duties of which included computer operations, scheduling, programming or input/output control, or (B) any equivalent combination of the required experience and the substitutions below.

Substitutions:

Successfully completed education at a recognized school above the high school level with a major in data processing technology, computer science, computer and information sciences or computer and peripheral equipment operations may be substituted for a maximum of one year of the required experience.*

*Education in such a program will be prorated on the basis of the proportion of the requirements actually completed.

XIII. SPECIAL REQUIREMENTS:

None.

Occupational Group 14

Revised 10/87


10/87
Page: 3

