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EDP PROGRAMMER TRAINEE 
 

DEFINITION 
 
Under immediate supervision, to learn to do work of average difficulty in programming 
on an IBM 4300 series computer, to do the less difficult work in systems analysis; and to 
do related work as required. 
 
DISTINGUISHING CHARACTERISTICS 
 
This is the entrance level in the EDP Programmer series.  Incumbents receive work, 
which provides an opportunity to learn programming of the IBM 4300 series computer 
and other equipment in the Data Processing Department.  Task assignments are, 
therefore, either simple or more routine than those for the ext higher class, EDP 
Programmer, or are the same, but are performed under closer supervision, or the volume 
of work produced is expected to be less.  Incumbents in this class are normally expected 
to develop the necessary qualifications for the next higher class within twelve to eighteen 
months. 
 
EXAMPLES OF DUTIES 
 
Codes application programs on the IBM 4300 series computer; prepares block diagrams 
and detailed flow charts to show the specific operations to be programmed by the 
computer for solving problems; deduces the logical alternatives which occur and provides 
for the handling of the alternatives; prepares instructions for electronic data processing 
equipment operations to enable them to interpret machine stoppage and utilize proper 
restart procedures; operates computer and other equipment for program debugging; audits 
and examines data resulting from computer operations to determine if operations are 
accurate and complete; performs the less difficult systems analysis. 
 
REQUIRED QUALIFICATIONS 
 
Knowledge of: 
 

Modern office practices and procedures. 
 
Ability to: 
 

Understand and follow oral and written directions; 
Learn block diagramming, flow charting, preparation of instructions, coding, and 
program debugging; 
Establish and maintain cooperative and effective working relationships with 
others. 
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Experience: 
 

None required.  Experience in programming and coding operations using COBOL 
for IBM 4300 series, or in operation of IBM 4300 series computers, systems 
analysis, or professional accounting is preferred. 

 
Education: 
 

Equivalent to completion of twelfth grade is required.  Successful completion of 
training courses in the programming of IBM 4300 series computer equipment, 
statistics, accounting, business administration, systems analysis, organization and 
management and related subjects is highly desirable. 


