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COMPUTER OPERATOR TRAINEE 
 
DEFINITION 
 
Under immediate supervision, to learn to operate an IBM 4300 series computer under 
DOS/VSE with disk and tape drives and peripheral equipment; and to do other work as 
required. 
 
DISTINGUISHING CHARACTERISTICS 
 
This is the entrance level in the Computer Operator series. Incumbents receive work 
which provides an opportunity to learn to operate the IBM 4300 series computer and 
other equipment in the Data Processing Department. Task assignments are, therefore, 
either simple and more routine than those for the next higher class, Computer Operator, 
or are the same, but are performed under closer supervision. Incumbents in this class are 
normally expected to develop the necessary qualifications for the next higher class in 
twelve to eighteen months. 
 
EXAMPLES OF DUTIES 
 
Working from instructions and manuals for the run to be processed, selects proper cards, 
disks and tapes for each particular job, prepares equipment for the run, loads disk units, 
tape units, sets controls, changes control cards as required, checks to see that all elements 
are properly set; watches all elements of the system for evidence of incorrect 
performance. When machine stoppage occurs or error lights appear, reads printer 
message to determine whether the program has failed, whether the cause is equipment 
malfunction, or whether the stoppage has been programmed; determines proper course of 
action to resolve the situation, or asks for Programmer or other supervisory assistance; 
performs training assignments designed to increase knowledge and ability. 
 
REQUIRED QUALIFICATIONS  
 
Knowledge of: 
 Modern office practices and procedures. 
 
Ability to: 
 Understand and follow oral and written directions;  
 Learn to read and understand flow charts, job layouts and job control language;  
 Learn to operate an IBM 4300 series computer and peripheral equipment;  
 Establish and maintain cooperative and effective working relationships with others. 
 
Experience: 
 One year of experience operating peripheral and tabulating equipment. 
 



Computer Operator Trainee – Page 2 
 
Education: 

Equivalent to completion of the twelfth grade is required. Completion of a course in 
the operation of IBM 4300 series computers may be substituted for the required 
experience. 


