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Classification Specification
	

	
	4400300

	
	TECHNICAL INFORMATION PROCESSING SPECIALIST III



Class Summary

The responsibilities of this classification include processing documents and information by operating a mainframe terminal or personal computer. Incumbents employ multiple, specialized and varied applications and programs and provide technical assistance in their area of expertise to co-workers and customers.

Distinguishing Characteristics

This is the third level of a four-level classification series. The Technical Information Specialist III differs from other classifications in this series in that the incumbent is considered a technical expert, performs multifaceted and specialized applications, develops tools and templates and designs and modifies new programs or applications. Work assignments are technical in nature and are performed under limited supervision. Independent judgment is exercised; however, incumbents do not serve in a supervisory or lead capacity. This classification is distinguished from the Accounting and Financial Support, General Office Support and Customer Service Support classification series in that the primary focus is in the area of document processing using a mainframe terminal and/or personal computer.

Examples of Duties (May vary by position)

1. Provide technical assistance and/or train co-workers and internal and external customers regarding appropriate computer applications and procedures.

2. Generate alpha-numeric documents using specialized formats and programs.

3. Perform specialized and complex software/program applications that require doing multiple tasks with speed and accuracy.

4. Modify and implement specialized programs or design applications.

5. Determine validity, correctness and completeness of information to be entered into computer and make appropriate corrections, if necessary.

6. Proofread and verify work product.

7. Maintain a log or file system to control information and to facilitate entry and retrieval.

8. Prioritize own work; may prioritize work of others, as required.

9. Support others by handling excess work load of similar type within or outside the work unit as needed or assigned.

10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of specialized software applications

Knowledge of established standards, policies, and procedures as they relate to work performed

Knowledge of the functions and limitations of software

Knowledge of appropriate physical standards for computer work involving appropriate seating and arm and/or wrist positioning

Knowledge of specialized work practices and terminology relating to data processing/typing in work unit

Knowledge of computer hardware functions

Knowledge of document filing and records systems

Knowledge of business English

Skill in proofreading
Skill in transcription
Skill in keyboarding
Skill in time management
Skill in problem solving 
Skill in using reverse 10-key machine by touch

Skill in prioritizing work assignments

Skill in training others

Skill in communicating effectively orally and in writing

Skill in handling multiple tasks

Skill in working with diverse groups

Skill in following oral and written instructions

Skill in producing documents that may require charts, graphs and the manipulation of graphics

Skill in using peripheral tools to produce documents

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Technical Information Processing Specialist I, II, III and IV
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