COMPUTER ASSISTANT (OA)
NK-335-II (GS-7)

Computer Assistants at this level receive, maintain, and issue data storage media for computer operations; collect and sequentially staging input media with associated program instructions for processing; schedule the use of computer time for program processing; collect, maintain, and distribute program and systems documentation and collect raw information, prepare flow charts, and code in program languages.  The employee serves as the senior technician within an assigned area of responsibility. The supervisor defines objectives, priorities, and deadlines. The incumbent independently plans and organizes work within the parameters of established policies and guidelines. The supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed for conformance to policy.

Performs computer functions for the review, trouble-shooting, and resolution of issues dealing with a variety of data processing systems. Conducts technical research and analyses of complex and unusual transactions that require an in-depth understanding of all information technology policies and procedures and a thorough understanding of a wide variety of systems.

Interacts with customers to communicate information and to understand customer needs. Actively participates as a team member, when necessary, to accomplish assigned projects.

The incumbent uses advanced office automation skills to support computer operations. The employee must be a qualified typist.

 

