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SUPERVISORY CONTROLS

Works under the general supervision of the Chief, Fort Myer Education Center who outlines program objectives. Incumbent performs assignments independently referring to supervisor only on such matters involving policy decisions or unusual problems of a highly controversial nature. Work performance is evaluated on the basis of compliance with instructions, policies, regulations, soundness of conclusions, and recommendations rendered.

MAJOR DUTIES

Provides support and guidance on acquiring, installing, and operating microcomputers, peripheral equipment and associated software. This encompasses consulting with users on selecting equipment and software; custom installation and maintenance of hardware and software; investigating and solving problems arising In the user operation of the equipment/systems; preparing and conducting training system operation and serving as a point of information for microcomputer operations. Provides support and guidance on acquiring, installing, and operating microcomputers, peripheral equipment, and associated software. This encompasses consulting with users on selecting equipment and software; custom installation and maintenance of hardware and software; investigating and resolving problems arising in the user operation of the equipment/systems; preparing and conducting training in system operation; and serving as a point of information for microcomputer operations. Serves as a source of technical information and support to activities on evaluating, installing, modifying, and using a variety of microcomputer hardware and software to accomplish assigned functions. Conducts studies of costs, benefits and detailed capabilities of hardware or software to meet User needs. Arrange hardware purchases. (30%)

Evaluates microcomputer hardware and software used by activities. Installs, tests, and prepares performance reports and recommendations on such equipment as, microcomputers, printers, scanners, etc. Works with users to test and evaluate a variety of software packages. Demonstrates features of equipment and software in use and for possible applications in user's area of responsibility and, based upon experience with various equipment and software, recommends alternatives to the user. (30%)

Installs, monitors, troubleshoots and repairs microcomputer hardware and components (e.g., floppy and hard drives, ROM and RAM memory SIPS, CPU and coprocessor chips, various controllers and cards, batteries and CMOS setup memory, keyboards, monitors, terminals, modems, external drive units, CDROM units, printers, etc.) resolving hardware/software interface problems and communications difficulties between components. (15%)

Works with microcomputer users installing, troubleshooting, and providing assistance in using a variety of utility, communication, word processing, database, spreadsheet, and network: software (e.g., various manufacturers' installation and diagnostic software, Norton Utilities, dBase, Office 97, Windows 95, Internet Explorer, Windows NT, etc.). Assists users in configuring standard and unique software packages to meet specific needs, and by developing application programs and/or providing advice and assistance to users in developing their own programs. Integrates users' software, hardware, and systems memory requirements, so users are able to use their applications most effectively. Ensures work is compatible with other systems and meets requirements. Monitors personal computer systems. Responds to a variety of failures, to devise recovery plans for system failures. This includes developing and/or using programs and techniques to isolate causes of problems and User errors. Detects damaged or lost files, optimizes disk management, measures system performance, controls system security, and/or extends system capabilities to support local requirements. In case of system failure, make "quick fixes" to restore operations, then analyzes problems, develops recommendations, and work with other staff to implement changes. Devises recovery plans for system failures and performs emergency virus rescue operations, isolating the problems, tracking the infection, removing the virus, counseling the Users, and issuing reports. (15%)

Develops and presents training for using various software programming techniques and languages, as well as training courses to familiarize users with the various aspects and operations of automated systems related to microcomputers (e.g., LANs, etc.). Specific training is provided for users of various systems/packages to fully utilize system capabilities, including one-on-one training for special software packages and the use of various software programming languages. Develops procedural manuals, operational guides, and educational packages for computer systems. (10%)

May provide work direction to other lower graded employees.

Performs other job related duties as assigned.

FACTOR 1. Knowledge Required by the Position, Level 1-7 (1250 points)

Knowledge of a wide range of computer techniques, requirements, methods, sources, and procedures to solve microcomputer related problems.

Skill in applying agency policies, standards, and technical knowledge to evaluate alternatives, modify and adapt, and make recommendations on obtaining or using microcomputers.

Knowledge of system interrelationships, the operating system, software, and/or equipment configuration.

Knowledge of a wide variety of commercial and specialized hardware and software to program, test, document, and implement system modifications, then troubleshoot the design and software implementation problems.

Knowledge of a wide range of alternative operating systems and application software to design and/or modify user systems, using a variety Of equipment, providing studies of costs, benefits and detailed capabilities between software alternatives to meet the needs of the users systems.

Knowledge of a wide range of computer hardware, from a variety of computer configurations, models and manufacturers, tough, monitors, printers, terminals, tape units, CD Rom units, external drives, modems, switches, cables, and components to the needs of a variety of systems and software.

Applies understanding of RS232, 422 and Ethernet standards to install, troubleshoot, and service cables and equipment.

FACTOR 2. Supervisory Controls, Level 2-4 (450 points)

The supervisor defines the overall assignment, and sets the overall objectives and with employee determines time frames and required resources. The employee, having developed expertise in the assignment, independently plans and carries out projects and analyses of the organization’s requirements. The employee integrates and coordinates the work of others as necessary; and resolves most conflicts. The employee informs the supervisor about progress, potentially controversial areas, or far-reaching implications. Completed work is reviewed from an overall standpoint in terms of feasibility, compatibility with other work, of effectiveness in meeting requirements or achieving expected results.

FACTOR 3. Guidelines, Level 3-3 (275 points)

Handbooks, manuals, models and plans are available but are not completely applicable, or gaps exist in significant areas. The employee is required to adapt guides and precedents or gather considerable information. Judgment is required in relating precedent approaches to specific situations. Established guidelines often must be interpreted.

FACTOR 4. Complexity, Level 4-4 (225 points)

Assignments consist of various projects or studies characterized by the need for adapting or departing from established practice. They typically involve a number of stages or a significant depth of analysis to investigate all features of equipment and software, and all possible user applications. Numerous conditions, options, and machine characteristics must be considered.

FACTOR 5. Scope and Effect, Level 5-3 (150 points)

Work involves investigating and analyzing a variety of unusual problems associated with a particular application or the microcomputer Specialty area; formulating projects or studies affecting all microcomputers in the District; or establishing criteria in an assigned application or the microcomputer area, such as developing programming or procurement specifications for equipment of software. The work affects a wide range of user activities. Typically this involves all the microcomputer units and ADP operations in the district.

FACTOR 6. Personal Contacts & FACTOR 7. Purpose of Contacts, 6-3/7-c (180 points)

Contacts include microcomputer users in the district; as well as vendors, contractors, other computer specialists,: and other personnel engaged in non-ADP work.
The purpose of contacts is to influence others to utilize particular technical methods and procedures, or to persuade others to cooperate in meeting objectives, when there are problems in securing cooperation. 

FACTOR 8. Physical Demands, Level 8-l (5 points)

While work is primarily sedentary, there is some carrying of books, manuals, equipment parts; etc. however, there are no special physical demands.

FACTOR 9. Work Environment, Level 9-1 (5 points)

Work is performed in a typical office Setting. While computer and related equipment may be electrically energized, no special safety precautions are required.

TOTAL POINTS: 2540 POINTS
POINT RANGE: (2355-2750 = GS-11)





