WITHLACOOCHEE RIVER ELECTRIC COOPERATIVE
POSITION DESCRIPTION


Job Title:       D/P Operations Supervisor _____                
Reports to:    Director, Information Systems  _      
Directs:          2 Computer Operators  ____ __                   	FLSA Status:   Exempt____        


SUMMARY:  Performs network administration and control in support of the Cooperatives business objectives.   
  
JOB DUTIES AND RESPONSIBILITIES:  This job description lists only the major duties of this position and, therefore, does not restrict the assignment of other duties.

    I.  Responsibilities and Authorities:
· Responsible for the overall operation of the Computer Department.   
· Ordering and maintaining adequate supply of forms and other essential items. 
· Ensuring all computer room equipment is well maintained. 
· Ensuring jobs (programs) are run with the correct input data and in the correct order. 
· Supervise the Computer Operator and Senior Computer Operator.
· Coordinate and schedule work hours within the department.
· Fulfill the duties of an Operator when situation dictates. 


      II. Core Competencies:
a) Work effectively as an employee of WREC and maintain good job behavior;
b) Punctual and conscientious about work hours and perform overtime when requested.  Communicate with supervisor when unable to work at the appointed time;
c) Accept responsibility for the duties of your position.  Work diligently toward complete accurate work assignments;
d) Develop the necessary skills and knowledge to perform the duties of the position;
e) Continually develop and recommend more efficient and effective ways of carrying out the duties and responsibilities of the position;
f) Review and abide by established policies and procedures of the Cooperative;
g) Promote teamwork through communication and cooperation.  Treat co-workers in a respectful, considerate, and professional manner and consider the opinions and personal needs of others;


      III. Qualifications:
· Four year degree preferably in Information Technology or equivalent experience.  
· One year experience in computer operations environment. 
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     Other:
0. Must be able and available, during any and all weather conditions, to work weekends, holidays, evenings and other times outside normal duty hours to assist if other emergencies that may arise;
      b)   It is the individual responsibility of every employee to maintain a current awareness             
      and understanding of appropriate laws, regulations, internal policies and procedures,  
      and to comply fully with those laws, regulations, policies, and procedures. 
