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I.    EDP TAPE LIBRARIAN SERIES:

EDP Tape Librarian

II.    SUMMARY OF SERIES:

Incumbents of positions in this series classify and catalog magnetic tapes, card decks and/or disk packs; issue appropriate tapes, card decks, disks and program operating instructions to operations personnel; maintain tapes, card decks and/or disks; store materials and records; and perform related work as required.

The basic purpose of this work is to operate and maintain a library of magnetic tapes, card decks and/or disk packs for an electronic data processing installation.

III.  ORGANIZATIONAL LEVELS:

EDP Tape Librarian is a technical job.

IV.   EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.     Classifies and catalogs magnetic tapes, card decks and/or disk packs according to content, purpose of program, etc., and prepares index cards for file reference.

2.     Issues appropriate tapes, card decks, disks and program operating instructions to operations personnel.

3.     Maintains tapes, disks and/or card decks by inspecting them for wear and damage or by cleaning and splicing tapes as required.

4.     Maintains files and records on such matters as production records, schedules, computer use, charge-outs, etc.

5.     Requisitions blank tapes, disks and/or card decks as required.

6.     Stores materials and records according to classification and catalog number.

7.     Performs related duties such as loading and removing printout forms, magnetic tapes, disks and card decks from machines; and operating key punch to replace defective punch cards.

V.    DIFFERENCES BETWEEN LEVELS IN SERIES:

None.

VI.   RELATIONSHIPS WIIH OTHERS:

Major work contacts are with agency staff.

VII.  SUPERVISION RECEIVED:

Incumbents of positions at this level receive direct supervision from employees of higher grade who provide instruction, assign work and review performance through inspection and conferences for conformance to standard procedures.
VIII. SUPERVISION EXERCISED:

None.

IX.   WORKING CONDITIONS:

EDP Tape Librarians may work varied shifts and/or irregular hours (i.e., weekends, holidays, nights); may work on a standby (on call) status; and may be subject to high noise levels.

X.     QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.     Knowledge of the standard practices and procedures followed in the handling, labeling and storage of tapes used in electronic data processing.

2.     Knowledge of the terminology, codes and standard abbreviations used in electronic data processing.

3.     Ability to follow oral and written instructions.

4.     Ability to communicate effectively in oral expression.

5.     Ability to work independently.

6.     Ability to exercise sound judgment.

7.     Ability to maintain accurate records.

8.     Ability to assemble items of information in accordance with established procedures.

9.     Ability to work accurately with names, numbers, codes and/or symbols.

10.     Ability to type.

11.     Ability to adjust to changing program or production requirements.

12.     Ability to understand and apply the policies, procedures, specifications, standards and guidelines governing assigned unit activities.

Based on assignment, the following additional qualifications may be required at hire:

1.     Willingness to work under exposure to the harmful effects of excessive noise.

2.     Willingness to be subject to a standby (on call) work status.

3.     Willingness to work varied shifts and/or irregular hours (i.e., weekends, holidays, nights).

XI.     QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.     Knowledge of the policies, procedures, specifications, standards and guidelines governing assigned unit activities.

2.     Knowledge of the types and uses of agency forms.

3.     Skill in the operation of typewriter-style, keyboard-controlled electronic data processing equipment.

Based on assignment, the following additional qualifications may be acquired on the job:

1.     Knowledge of the types and uses of the electronic data processing equipment used in the assigned unit.

2.     Knowledge of the types and applications of job control language applicable to electronic data processing systems and equipment.

XII.     ENTRANCE REQUIREMENTS:

Applicants must have at least (A) one year of full-time, or equivalent part-time, technical experience in electronic data processing work, the major duties of which included input/output control, electronic computer equipment operations, peripheral data processing equipment operations and/or tape library maintenance, or (B) any equivalent combination of the required experience and the substitutions below.

Substitutions:

I.     Successfully completed education at a recognized school above the high school level with a major in data processing technology, computer science, computer and information sciences, or computer and peripheral equipment operations may be substituted for the required experience.*

*Education toward such a degree will be prorated on the basis of the proportion of the requirements actually completed.

XIII. SPECIAL REQUIREMENTS:

None.
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