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Classification Specification
	

	
	4400100

	
	TECHNICAL INFORMATION PROCESSING SPECIALIST I



Class Summary

The responsibilities of this classification include operating a keyboard to enter information into a mainframe program or a personal computer software application and using a typewriter as necessary.

Distinguishing Characteristics

This is the first level of a four-level classification series. The Technical Information Processing Specialist I differs from other classifications in this series in that the incumbent performs assigned duties under direct supervision and clear instructions. 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 keyboarding.

Examples of Duties (May vary by position)

1. Use keyboard to enter documents into computerized systems on a high production basis with speed and accuracy. Use typewriter as necessary.

2. Proofread information to be typed or keyed and verify own work.

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

4. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of general principles of computer operations

Knowledge of general office principles and practices

Knowledge of software applications relative to the position assignment

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

Skill in written and oral communications
Skill in keyboarding (speed required may vary according to position assignment)

Skill in using reverse 10-key machine by touch (may vary according to position assignment)

Skill in operating standard office equipment such as typewriter, personal computer and mainframe terminal

Licensing/Certification Requirements

Washington State Driver’s License (some positions)
U.S. citizenship (positions located within the King County Department of Public Safety)

Pass polygraph test (some positions)

Pass background check (some positions)

Additional 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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