
CLASSIFICATION SPECIFICATION 
 

                                             
FLSA: NEXP Job Code: ACV12213 
Job Class Code: 420 Salary Schedule: ASRRDATA 
EEO Category: 06 Grade: 11 
Workers Comp Code: 8810   
    
Job Code Established: 09/29/69 Effective Date: 09/29/69 
Job Code Revised: 01/02/01 Effective Date: 01/01/01 
 
JOB CODE SERIES:  Data Processing Equipment Operation  
 
JOB CODE TITLE: DATA ENTRY OPERATOR IV 
 
HRIS TITLE:  DATA ENTRY OPER IV 
 
CHARACTERISTICS OF THE CLASS:  Reports to Data Entry Supervisor.  Trains and guides staff 
when functioning as a lead person.  Makes decisions on rejection of user documents containing 
errors.  Serves as a lead operator; trains new employees in the technical aspects of the job 
process; distributes work, prioritizes and establishes timeliness; operates a console in a computer-
assisted data entry system.  Responsible for completed scheduled jobs and speed and accuracy of 
operators.  Work product consists of data converted and verified; operators trained; resource 
material and procedure manuals revised and updated. 
 
EXAMPLES OF DUTIES:  Instructs, explains, trains and counsels subordinate operators in 
carrying out a variety of data entry and verification operations.  Reviews, verifies or inspects work 
of subordinate-level operators, for quality control.  Resolves technical or work procedure problems 
and questions presented by subordinate-level operators.  Operates a console in a computer-
assisted data entry system.  Maintains logs and control ledgers on data entering EDP system.  
Finds and corrects errors in data system by examining program elements in sequence, and 
reviewing all documentation.  Develops and tests data entry programs.  Analyzes data, assists in 
programming the console.  Logs in and accounts for all input material arriving at the data services 
unit; if material does not arrive on time, telephones sending agency or group to resolve problem.  
Performs related work as required. 
 
WORK CONDITIONS:  High noise level.   
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
Knowledge of: complex data entry procedures and methods; basic supervisory methods; basic 
programming techniques; storage methods unique to data entry products; restoring system to 
operating mode following system malfunction. 
 
Skill/Ability to: plan and schedule work activities; the operation of complex data entry equipment; 
motivating operator accuracy and production; interpersonal relations; oral and written 
communication. 
 


