Position Description-- Computer Specialist

GS-0334-07

Installation: 




Varies

Major

Command:  




Varies

Region:  




Varies

Citation 1:  OPM PCS Computer Spec Series, GS-334, Jul 91

PD Library PD:  No

COREDOC PD:  No

Classified By:  

Classification Date:  

FLSA:  NonExempt

Drug Test Required: 

CIPMS PD:  

Career Program:   

Financial Disclosure Required:  

Acquisition Position:  

Functional Code:   

Requires Access to

Firearms:  




Varies

Interdisciplinary:  

Competitive

Area:  





Varies

Position Sensitivity:  



Varies

Target Grade/FPL:  07

Competitive

Level:  





Varies

Emergency

Essential: 




Varies

Career Ladder PD:  

MAJOR DUTIES

Position serves in a capacity performing installation, maintenance, testing and modification programming

tasks in support of this organization’s microcomputer users.

1.  Provides technical support to users of software installed on computers using MS-DOS, Windows 95 and

Windows NT operating systems.  Assists with the installation of new software, versions and updates;

adapts, configures and tests computer software, hardware, and/or user systems for effective integration of

software systems.  Program macros to adapt, modify, implement and maintain programs.  Assists in

analyzing software system failures; troubleshoots and identifies problem areas, and plans for recovery of

system.  Monitors status of in-house computer systems to identify and solve potential problems before they

become acute.  Interacts with developers of software, to resolve more difficult problems.  Participates in

studies designed to enhance operating system performance and responsiveness.  Performs emergency virus

rescue operations by isolating problems, tracking the infection, removing the virus, and counseling

employees.  Instructs users on proper use of software systems, composes and distributes memos, user

guidelines, procedural information and tips to improve usage of microcomputers.  Provides hardware and

software on-site and classroom training.  Interacts with the Information System Security Officer as required

to obtain, change, or delete user passwords.

65%

2.  Assists with the installation, testing, modification, troubleshooting and repair of computer

hardware.  Determines problem/s and resolves e.g., by replacing parts for modems, monitors, printers,

memory chips, etc., sending out for repair, replacing software, or modifying files/configuration.  Provides

instruction and guidance for the users on revised interface techniques.  Performs simpler technical analysis

of network problems; initiates new or revised procedures to avoid recurrence.  Insures data links are

rerouted to circumvent the problem, repairs are made, or vendor is notified to perform repair.  Assists in

adjusting and fine-tuning network configuration to insure a balanced availability of resources. 

25%    

3.  Responds to requests for service.  Determines type of service requested, and either responds to request

or routes it to appropriate support office to handle.  Loans out miscellaneous software and hardware; orders

miscellaneous computer parts and software; inventories property.  Contacts vendors regarding availability of hardware parts.  Ensures maximum operational readiness of assigned equipment.

10%

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION                  Level 1-6  950 Pts

Knowledge of MS-DOS, Windows 95, Windows NT and UNIX operating systems.  Knowledge of the

objectives, overall design and operating principles of related computer systems to recognize probable

interactions between systems and programs.  Knowledge of FTP (file transfer protocol), TELNET, and

XMODEM techniques.  Knowledge of established computer techniques, requirements, methods, sources, and procedures to troubleshoot software and hardware problems on microcomputers.  Knowledge of basic batch and/or other programming techniques.  Knowledge of the technical characteristics associated with various modes of equipment operation, equipment configuration, and system software.  Knowledge of work

processes to be accomplished, or equipment to be controlled, by the computer.  Ability to troubleshoot and

solve problems via telephone and/or electronic mail.  Ability to complete complex assignments without close supervision.  Ability to troubleshoot design and software implementation and use.  Ability to work under time constraints.  Ability to train others to use commercial or agency developed software and programs.

FACTOR 2.  SUPERVISORY CONTROLS                               Level 2-2  125 Pts

Works under general supervision of the supervisor or higher graded specialist.  Receives specific instructions regarding scope of tasks, techniques to be used and approximate results expected.  Incumbent carries out projects independently but is expected to obtain advice from the supervisor or a senior specialist on unanticipated problems.   Supervisor monitors the work in progress, reviews the proposed solutions for

propriety of methods and techniques selected, and evaluates the finished work for accuracy, timeliness, and

compliance with standards.

FACTOR 3.  GUIDELINES                                        Level 3-2  125 Pts 

Guidelines consist of text, equipment manuals, published standard procedures, precedents and

specifications.  Judgment is used in selecting among authorized methods, techniques programming aids, and utility routines.  Consults with supervisor or higher graded specialist when existing guidelines cannot be applied or significant deviations are proposed.

FACTOR 4.  COMPLEXITY                                        Level 4-3  150 Pts 

Assignments consist of service requests or projects that involve personal computers, related hardware,

software, accessories and related equipment. Primary emphasis is on programming modifications to link

software programs and systems.  The work involves determining relationships between parts of programs,

software and hardware.  Analysis is required to plan the detailed logic and sequence of actions to effect

changes, to develop adequate test data, and to anticipate the effects of changes on subsequent stages in

the system.  Incumbent decides which established techniques to use to perform the work.   

FACTOR 5.  SCOPE AND EFFECT                                  Level 5-3  150 Pts 

The purpose of the work is to analyze and resolve various conventional problems, questions, or situations

affecting microcomputer users.  Established practices and techniques are used when considering factors

and conditions such as program efficiency, error conditions to be tested for, etc., in the overall

maintenance and modification of software, hardware and related equipment.  Facilitates the work of local

microcomputer users.

FACTOR 6.  PERSONAL CONTACTS 

FACTOR 7.  PURPOSE OF CONTACTS                              Level 6/7-2b  75 Pts

Contacts are with local and remote DOD personnel and contractor representatives to coordinate work

efforts, solve problems, or to provide advice, training and guidance to microcomputer users.

FACTOR 8.  PHYSICAL DEMANDS                                     Level 8-1  5 Pts

Work will involve carrying computers, monitors, parts, software, printouts, printers etc., Individual must be

able to carry 40 lbs.  Work will involve climbing ladders and working from ceiling height.  Work will involve carrying computers, monitors, etc… from basement to second floor level.

FACTOR 9.  WORK ENVIRONMENT                                     Level 9-1  5 Pts

Work is performed in an office setting.  

TOTAL POINTS = 1585  

1585 POINTS = GS-07

