11-5-82
DATA CONTROL ASSI STANT, 1137

Summary of Duties : Schedul es, processes, coordinates, reviews,
corrects, distributes and verifies the accuracy of input and out put
data processed by conputer or peripheral equipnent within a user
agency; nay operate a mniconputer or on-line termnal; and does
rel ated work.

D stingui shing Features : A Data Control Assistant is responsible for
assuring the accuracy and tineliness of data and reports used by an
operati ng departnment and processed through a centralized conputer
center or a mniconputer operation. Failure to performthis work
adequately could result in delays in the preparation of reports and
additional cost in reprocessing data.

The work of an enployee of this class is distinguished fromthat of a
Dat a Processing Technician by the fact that the latter class is
concerned with the various steps of the processing of data and
conputer jobs within a centralized conputer center, whereas Data
Control Assistants work within a user agency and are responsi ble for
the preparation of data for submssion to the central data processing
agency or direct input through an on-line termnal, and for checking
the accuracy of the material generated.

Exanpl es of Duties : Prepares and reviews input data, such as payrol
and ml eage worksheets and personnel utilization, work progress and
cost reports, for errors in content or entry, omssions, and
consistency with related data; verifies data in reports, registers,
and ot her docunents agai nst that in source docunments, control |ogs or
records, or related reports and docunents; determnes the reasons for
di screpanci es between reports, registers, and docunents; advises
departnents on nethods of correcting errors or handling unusual
transactions; obtains corrected or omtted data; sees that input data
is processed according to schedul e; prepares docunents to correct
errors in naster tape, docunents, or other records; maintains control
| ogs on the processing of input data; answers questions from
departnents and enpl oyees; naintains records of check nunbers used for
control purposes; distributes docunents and reports;

Processes docunents according to the period proper for the
transacti on; sees that data affecting paynment on Gty checks is
processed and entered in the conputer at the proper tine;, may operate
check signing, bursting, and decoll ating nmachi nes;

Prepares and mai ntains control records on sick |eave qualification
revi ews personnel docunents for transactions affecting sick | eave
andpr epares docunents to adjust records; prepares data and verifies
the accuracy of information and conputations in civil service
materials such as distribution, call lists, eligible register, and



eligible cards; has special reports prepared and distributed; prepares
work progress reports; nmay act as |ead over other clerical enployees;
may operate a mniconputer and/or on-line termnal; and nay
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or energenci es.

Qualifications : A good know edge of office practices and procedures
including filing, indexing and cross referencing; a working know edge
of principles and nethods of data control; the ability to | earn
rapidly and apply specific data control procedures; the ability to
performconplex clerical work and nmake arithnetic conpilations; the
ability to prepare and verify docunents in detail; the ability to
recogni ze and trace the cause of errors; the ability to schedul e and
organi ze work; and the ability to deal tactfully and effectively with
ot hers.

Two years of office clerical experience, including one year of
experience preparing data for processing by a conputer, or operating
conputers, or verifying the accuracy and correct processing of data
processed by such equi pnent is required. Successful conpletion of one
year of education in a recogni zed busi ness school or college nay be
substituted for one year of general office clerical experience.

Physical Requirenents : Strength to performaverage lifting up to 5
pounds and occasionally over 15 pounds; and good eyesi ght.

Persons wi th handi caps may be capable of performng the duties of sone
of the positions in this class. Such determnation nust be nade by the
medi cal exam ner on an individual basis.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not intended
to declare what the duties and responsibilities of any positions
shal | be.



