Job Description

Data Processing Manager

	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Job Purpose & Reporting Structure:

The Data Processing Manager at (the company) is expected to possess the level of trade skills in the management of data processing operations that would rate him among the very best at that function in the printing industry. (the company) expects that the Data Processing Manager will act at times to assure the highest level of equipment, crew and personal performance possible, will work enthusiastically to meet or exceed all performance goals set by (the company) and will contribute his/her utmost to help (the company) achieve its goals of being the best provider of data processing services in the industry.

The Data Processing Manager is responsible for the safe and efficient operation of all electronic and digital processing equipment according to the rules and procedures established by (the company) and documented in the Employee Manual, Quality Manual, Element Procedures, Standard Operating Procedures and applicable operating manuals.

The Data Processing Manager will be responsible for the training of all staff assigned to the Data Processing Area. Such training will include coaching, trouble shooting and motivating for top performance as well as assuring conformance to the rules and procedures established by (the company). The Data Processing Manager must pay special attention to and promote workplace safety. The Data Processing Manager will report to and receive direction, guidance and discipline from the Vice President/Digital Printing Services and others outlined in the Quality Manual.

Essential Duties & Responsibilities:


Personal Skills

• Demonstrate the ability to handle many issues, items and functions at one time and deal rapidly with multiple items in prioritized sequence.

• Demonstrate flexibility to adjust to rapidly changing requirements and schedules.

• Demonstrate the ability to interpret an extensive variety of technical instructions in mathematical or diagram form, and deal with several abstract and concrete variables.

• Demonstrate an analytical approach to problem solving.

• Demonstrate the ability to act on own initiative.

• Demonstrate the ability to initiate and maintain clear, cordial and open relationships with customers, peers and supervisory personnel.

• Help others achieve their best.

• Build and maintain positive relationships quickly.

Management Skills

The Data Processing Manager is expected to oversee the operations of the data processing area by quickly, efficiently and economically create, debug and process files for output using the appropriate output device. This will include working closely with the Programming and Operations Staff, evaluating staff craft and system skill levels, scheduling and providing educational opportunities to bring them to the highest possible level and coaching for top ranked performance.

• Demonstrate the ability to handle many issues, items and functions at one time and deal rapidly with multiple items in prioritized sequence.

    
• Demonstrate the ability to set and prioritize goals and achieve them as scheduled.

    
• Demonstrate flexibility to adjust to rapidly changing requirements and schedules.

    
• Demonstrate an analytical approach to problem solving.

    
• Demonstrate the ability to act on own initiative.

    
• Demonstrate the ability to act as a facilitator of learning for employees under his/her control.

    
• Demonstrate skills as coach to reinforce learning and promote consistent performance according to (the 

company)’s Standard Operating Procedures and other system documentation.

    
• Demonstrate the ability and willingness to perform corrective actions with reporting employees.

    
• Help others achieve their best.

    
• Persuade others to a point of view consistent with goals of company.

    
• Help people learn to work together. Take direction from superiors.

    
• Show leadership by consistent example.

    
• Build and maintain positive relationships quickly.

System Skills

• Demonstrate expertise in a complex computing environment for an intermediate to large unit or department.

• Test system input of all new complex computer applications and assist in the installation of bug fixes and recommend changes.

    
• Design and implement new systems services and features to existing programs or applications.

    
• Conduct performance monitoring and tuning to optimize system performance in a complex, multi-

vendor, networked environment.

• Analyze, design, test, document, and provide training and support for complex computer and/or information system.

• Investigate and test new tools, systems, techniques and software/hardware products for possible use in new or existing production applications that may require integration with other department.

    
• Manage professional staff responsible for day-to-day operations, maintenance and user support.

    
• Develop specifications and write documentation for new systems and enhancements to existing systems.

    
• Design and develop instructional curricula and materials for computer systems, and train in classroom 

environments.

• Manage technical, specialized, and/or complex projects requiring expertise and creativity in computing and analysis.

• Demonstrate the knowledge of procedures contained in the quality manual, standard operating procedures and work methods and demonstrate consistency in following those procedures.

• Demonstrate consistency and accuracy in collecting and recording data required for the following documents;

      

- Job tickets

     

- Non-conforming Material Reports

• Demonstrate the ability to use the shop floor data collection terminals and display consistency and accuracy in meeting the data collection requirements specified in the quality documentation and by management.

• Demonstrate willingness to accept direction from superiors and peers to improve quality and performance.

• Demonstrate willingness to work together with peers, direct reports and other departments to improve quality and performance. Demonstrate high level functional ability with the following hardware platforms:

      

- Mainframe Computing Systems:

     

- IBM P/390

      

- IBM 4245 Printer

      

- Tape Devices:

      

- IBM 3490E

      

- 3480

      

- 3422

      

- Networked Computing Systems:

     

- IBM PC Server 330

      

- Sun Ultra2 Stations

      

- Hewlett Packard 4SI

      

- Hewlett Packard Scanjet 4C

      

- Digital Imaging Equipment:

      

- DocuPrint 4850

      

- Digimaster

      

- NexPress

      

- Data Storage Systems:

      

- SCSI RAID 5 Disk Array

• Demonstrate high level functional ability with the following software application programs:

- Windows Operating System

      

- Code 1 Plus Excel

      

- Elixir

      

- Windows NT Server Op. System

      

- Merge/Purge Access

      

- VIPP

      

- UNIX Operating System

      

- EZ-Letter

      

- Visual FoxPro

      

- RPGII

      

- OS2 Operating System

      

- List Conversion

      

- Microsoft Word

      

- Cobol

      

- VSE/ESA Operating System

      

- Mailstream Plus

      

- MS Outlook

      

- Lotus

- VSE Ditto

      

- SyncSort

      

- TCP/IP

      

- CICS

      

- VTAM

      

- Virtual TelePro



- PSF

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satis-factorily. The requirements listed below are representative of the knowledge, skill and / or ability required. Reasonable accommodations may be made to enable individuals with disabilities to per-form the essential functions.

Education and/or Experience:

• High School education or equivalent

          
• Bachelor of Science in Computer Science or related discipline

          
• Minimum 5 years work experience in data processing, programming and systems

• Minimum 2 years as a manager

PHYSICAL REQUIREMENTS

• Must have use of hands and fingers to operate computer equipment

         
• Must have good corrected vision

          
• Must be able to travel via car or plane

• Must be able to lift, push or pull a minimum of 30 pounds

Work Environment:

The work environment characteristics described here are Representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

I have read this job description carefully. I understand the high expectations that (the company) has for its Data Processing Manager. I am willing to commit to achieving and exceed-ing those expectations, both for the benefit of (the company), its employees and as well as for myself.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



