OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME
VACANT
	DIVISION
Division of Disbursements

	CLASSIFICATION TITLE
Key Data Supervisor I
	UNIT NAME - LOCATION
Key Data Entry Unit – The Park

	WORKING TITLE
Key Data Supervisor I
	POSITION NUMBER
051-140-1420-002

	
	EFFECTIVE DATE



SECTION A: GENERAL DESCRIPTION

Under general direction provided by a Key Data Supervisor II, plan and supervise the activity of employees who are responsible for key entering and key-verifying into the key entry system from handwritten, typed, or electronic source documents and meeting established work deadlines. Mandatory overtime may be required to meet daily work commitments based on operational needs, during peak periods and fiscal year end. Duties include, but are not limited to the following:

SECTION B: ESSENTIAL FUNCTIONS
Candidates must have the ability to perform the following essential functions with or without reasonable accommodation.
	

	Percentage of Time Spent
	
Typical Task

	40%
	 Staff Training and Oversight

· Supervise and train Key Data Operators to key and verify paper documents. 
· Consult with staff on operational problems and provide standards for uniform work methods. 
· Ensure staff  production  levels  are  maintained.
· Allocate work assignments to the operators. Log appropriate information into the logbooks or spreadsheets for each job order type. Assign job names and batch identifications to batches in process. Record job information in the appropriate logbook or spreadsheets when the job is completed.

	20%
	 Data Processing and Reporting

· Input processing commands on the designated console PC. Manage and transfer data from multiple directories. Transmit data to the Department of Technology Services (OTECH) using console commands.
· Input productivity data into the appropriate database.
· Prepare and maintain reports required by management, including, but not limited to, statistical reports and backlog reports. Submit reports in a timely manner.

	20%
	 Staff Attendance and Performance

· Maintain employee daily attendance and work records. Report each employee’s time worked and/or used daily. Review each employee’s monthly timesheet for accuracy.
· Monitor employee attendance and work performance. Write Probation Reports, Individual Development Plans / Performance Appraisals, Corrective Actions and review with the employee.

	10%
	 Stakeholder Engagement

· Gather workload information for irregularities received via email from the divisions. Review to confirm possible Key Entry irregularities. Collaborate with divisions on any required changes or work with employee(s) on ensuring resolution. Advise the Key Data Supervisor II of required action taken.

	10%
	 Administrative Support

· Resolve operational issues with clients and/or supervisors.
· Key STD 435 forms received for the General Disbursements Unit.



SECTION C: NON-ESSENTIAL FUNCTIONS

None or list the non-essential function(s)
SECTION D: ADA REQUIREMENT

Alternative will be provided for incumbents who are unable to perform the non- essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: Uses, limitations and capacities of key entry machines and associated equipment and their relationship to other data processing equipment; principles and techniques of formatting and related procedures for key entry software; principles of data processing machine operations; principles of effective supervision and training; modern office procedures; department's Equal Employment Opportunity (EEO) Program objectives; a manager's role in the EEO and the processes available to meet EEO objectives.

Ability to: Plan, assign, supervise and coordinate the work of a staff of Key Data Operators, and Clerical Assistants; do clerical work of average difficulty; perform arithmetical computations accurately; analyze situations accurately and take effective action; follow oral and written instructions; effectively contribute to the department's EEO objectives.

SECTION	F:	RESPONSIBILITY	FOR	DECISIONS	(CONSEQUENCE	OF ERROR)


Consequences for errors made by the Key Data Supervisor I could result in delays with the nightly batch process for Production Operations in the Information Systems Division. After-hours contact will be required, and an immediate solution will be needed to allow the nightly batch cycle to run. If the nightly batch cycle does not run, there will be major impacts to state agency accounts and cause delays with issuing payments.



SECTION G: PERSONAL CONTACT
The incumbent may have contact with internal stakeholders in the receipt of workload or during delivery back to their respective divisions including division supervisors and Bureau management.

SECTION H: WORK ENVIRONMENT
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The incumbent will work in a climate-controlled office under artificial lighting and will be exposed to computer screens.

SECTION I: PHYSICAL REQUIREMENTS

Any lifting, moving, keying, etc. required for this position.

	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	X
	
	

	Bending (neck/waist)
	
	
	
	X

	Squatting
	
	X
	
	

	Climbing
	X
	
	
	

	Kneeling
	X
	
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	
	
	X

	Is repetitive use of
hand(s) required?
	
	
	
	X

	Simple Grasping (R or
L)
	
	
	
	X

	Power Grasping (R or L)
	X
	
	
	

	Fine Manipulation (R or
L)
	
	
	
	X

	Pushing/Pulling (R or L)
	
	X
	
	

	Reaching (above/below
shoulder level)
	
	X
	
	

	Lifting/Carrying
	Box of documents to be returned to their respective division up to 20lbs.
Frequency would be up to 2-3 times per week. Distance is only about 3 feet.





SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.




	
Employee’s Signature	Date


I have discussed and provided a copy of this duty statement to the employee named above.


		

	
Supervisor’s Signature	Date

