
 

 
Computer Operator III #00650 
City of Virginia Beach – Job Description 
Date of Last Revision: 01-27-2016 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Senior Computer Operator who oversees shift activities including supervision of subordinate operators, 
daily processing requirements, operation, quality control, and monitoring of City computer and network 
equipment housed in the Data Center. 
 
Representative Work Functions and Responsibilities 
Senior Computer Operator responsible for the supervision of subordinate staff and all operational 
activities during assigned shift; and maintain, and assist with the scheduling of staff and work 
assignments. 
 
Assist in the planning and development of policies and procedures and provide training for subordinate 
staff. 
 
Assist in the implementation, installation, and upgrades of the tools used in the Data Center. 
 
Ensure that all system, application, equipment, and environmental requirements are conducted and that 
operational status is maintained. 

 
Responsible for the completion of production job control setup, batch scheduling, job processing and 
production printing; and responsible for identifying and overseeing the resolution of operational incidents. 
 
Ensure that operational records, reports, and process documentation are accurately maintained. 

 
Oversee the development and content of electronic forms for variable data print, quality control 
procedures, accuracy of job processing, and the quality of printed materials. 
 
Provide detailed technical assistance and information to other staff members regarding operational 
status, procedures, and policies; and provide Help Desk services and supervise related activities within 
the scope shift of requirements. 
 
Maintain, and assist with the inventory and ordering process for computer and printing supplies. 
 
Follow complex oral and written instructions. 
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Demonstrate effective problem solving skills. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Effectively contribute to the organizational mission of quality customer service by overseeing the 
operation of assigned shift, identifying and avoiding processing errors, and by ensuring continued 
uninterrupted operation of the services housed in the Data Center. 
 
As a senior Computer Operator employee should demonstrate effective leadership skills, work effectively 
with the operator team, and have in depth knowledge of the day to day operational requirements; provide 
technical and process consultation regarding current process, process changes, and utilization of 
resources in the Data Center.  Ensure that the operation of facility, network infrastructure, and all services 
housed in the Data Center are monitored and that all assigned processing is completed and documented 
during assigned shift.  Effectively resolve operational and customer related incidents that occur during 
assigned shift and escalates issues via established process as necessary.  Accurately maintain the 
required records and communications logs; read and abide by published safety operating procedures; 
demonstrate an in depth understanding of a multi operating system networked infrastructure.  Follow and 
enforce established security policies and procedures.  
 
Minimum Qualifications 
High School Graduate or GED with three (3) years’ experience working in a Data Center environment 
utilizing the required knowledge, skills and abilities; or equivalent combination of experience and training 
which provides the required knowledge, skills and abilities.  
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies.  Must be able to work rotating shifts 
(days/evenings/midnights) including weekends and holidays and be available to work overtime when 
required to meet operational needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Comprehensive knowledge of Data Center principles of operation, policies, and terminology.  
2. Advanced knowledge in Data Center productivity tools, operation and monitoring of multi-

platform computer systems, data telecommunication networks and related equipment 
including mainframes, multiprocessing servers, network attached computer workstations, 
network infrastructure, multi Tape Library systems, laser printers and other peripheral 
devices. 

3. Knowledge of Call Center operation and incident tracking tools. 
4. Advanced knowledge of Data Center facility requirements, monitoring, and support 

equipment. 
5. Knowledge of the English language. 
6. Knowledge of network attached computer workstation technologies, directory services 

architecture, file and print services structure and operation, and computer related security.  
7. Advanced knowledge of desktop hardware, operating systems, and applications including 

Word, Excel, Outlook, Power Point and Windows operating systems. 
8. Advanced knowledge of basic operating commands for multi-platform systems. 
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B. Skills 
1. Skills to perform production job control setup, batch scheduling, and process related tasks. 
2. Skills in the use of a variety of laser printers, tape systems, form sealer and other peripherals. 
3. Skills in oral and written communications. 
4. Skill using computer software tools, applications, and other technologies to perform basic 

duties including facility monitoring, computer operations, incident management, written 
communication, documentation, and reporting. 

5. Skills in process management, including maintaining and developing operational procedures.   
6. Skills in providing quality customer service, problem identification and solving, documentation 

and resolution.  
7. Skills in team building and supervision of subordinates.  

C. Abilities 
1. Ability to understand and follow established Data Center operational, safety, and security 

policies and procedures. 
2. Ability to communicate and follow oral and written instructions. 
3. Ability to monitor, evaluate, and respond appropriately to the operational status of computer 

systems, network infrastructure, and facility requirements including temperature, humidity, 
and electrical power conditions. 

4. Ability to learn and use new technologies in order to retain skills required to perform 
operational duties in the Data Center. 

5. Ability to effectively respond to changing work requirements and priorities. 
6. Ability to work effectively with others.  
7. Ability to walk and stand for considerable lengths of time on a daily basis. 
8. Ability to perform job duties in a high noise level equipment .  
9. Ability to handle moderate to heavy paper boxes and lift up to fifty pounds. 
10. Ability to work a shift environment where working hours may be assigned during a 24 hour, 

seven days per week period.   
11. Ability to adjust work schedule during critical demand periods or emergency conditions. 

 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 

the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 

essential functions of positions in the noted job title. A more detailed description will be made available at 

the position (PCN) level both internally and externally with all posted open positions. 


