
COMPUTER NETWORK COORDINA TOR

DISTINGUISHING FEA TURFS OF THE CLASS: This position exists in a school district and
involves technical and supervisory responsibilities for planning, overseeing and performing a
variety of activities at a computer center in analyzing and adapting school district data to
computer storage and processing. The incumbent works closely with and coordinates activities
of personnel in the several district schools who contact for access and manipulates data via
remote tenninals linked to the main-frame computer. The position involves limited
responsibility in the area of programming. The work is performed under general supervision of
an administrative superior with wide leeway allowed for exercise of independent judgement in
carrying out technical details of the work. Supervision is exercised over the work of subordinate
data processing personnel. The incumbent does related work as required.

TYPICAL'WORK ACTIVITIES:

Oversees a computer operations center in processing and storing a variety of district financial,
statistical, personnel and student data including payroll, leave time, personnel reports, test
scores, scheduling, etc.,

Establishes, coordinates and maintains schedules for the utilization of equipment in the computer
center;

Insures that data processing equipment is operating correctly and efficiently and contacts repair
personnel in the event of malfunction;

Provides cost forecasts, estimates and billing for a variety of data processing activities;

Supervises, trains and provides technical assistance to employees engaged in the operation of
remote computer terminals, personal software and related peripheral equipment;

Designs fOnTIs, flow charts, schedules and operational instructions and procedures for the
equipment;

Installs or makes arrangements for the installation of new computer hardware including personal
computers;

Works with and instnlcts data processing personnel in the various district school buildings to
establish production procedures, priorities and controls to insure adequate volume and
accuracy in operations to meet needs of departmental activities;

Troubleshoots any problem that arises, identifies any malfunctioning equipment and takes
appropriate action to remedy the problem;

May write new or revise existing software programs to meet specific applications;
Works with district department heads or members of executive staff to detem1ine new

applications to be brought on line and resolve difficulties with existing applications;
Orders computer equipment and supplies for computer center;
Prepares a variety of records and reports related to the work,

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CH ARACTER rSTfC:S:

Thorough knowledge of the operation, care and adjustment of an electronic computer and related
peripheral equipment including remote terminals;
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Good knowledge of the application of major types of electronic data processing equipment to
accounting, statistical and data storage problems;

Good knowledge of computer center operations and needs;
Working knowledge of computer programming techniques;
Ability to translate and adapt administrative, statistical and financial data to purchase software

programs for use in a data processing operations;
Ability to establish and maintain working relationships with others;
Ability to plan, organize and supervise the work of others engaged in data processing operations;
Ability to follow complex oral and written instructions;
Ability to install hardware;
Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS-

(A) Graduation from a regionally accredited or New York State registered college or
university with a Bachelor's degree in electronic data processing, computer
engineering, computer science, computer programming, systems analysis or
related field and two years of experience in the operation of a mainframe micro
computer environment, one year of which must have been in a supervisory
capacity.

(B) Associates degree and 4 years of experience as defined in (A) above, one year of
which must have been in a supervisory capacity.
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