



Job Title: Computer Programmer

Department: IT

Reports to: Director of Computer Services

Position Summary: Responsible for the application of basic knowledge of programming, logic, and mathematics in the preparation of computer programs.

Essential Functions: 

1) Analyzes, reviews, and rewrites programs, using workflow chart and diagram, applying knowledge of computer capabilities, subject matter, and symbolic logic. (10%)

2) Converts detailed logical flow chart to language processible by computer. (10%)

3) Resolves symbolic formulations, prepares flow charts and block diagrams, and encodes resultant equations for processing. (10%)

4) Develops programs from workflow charts or diagrams, considering computer storage capacity, speed, and intended use of output data. (10%)

5) Assists computer operators or system analysts to resolve problems. (10%)

6) Assigns, coordinates, and reviews work and activities of programming personnel. (10%)

7) Compiles and writes documentation of program development and revisions. (8%)

8) Prepares or receives detailed workflow chart and diagram to illustrate sequence of steps to describe input, output, and logical operation.  (7%)

9) Revises or directs revision of existing programs to increase operating efficiency or adapt to new requirements. (7%)

10) Collaborates with computer manufacturers and other users to develop new programming methods. (5%)

11) Trains subordinates in programming and program coding. (5%)

12) Consults with managerial and engineering and technical personnel to clarify program intent, identify problems, and suggest changes. (4%)

13) Writes instructions to guide operating personnel during production runs. (4%)

Marginal Functions: Program Web site scripts as needed.

Knowledge and Critical Skills/Expertise

1. Bachelor's degree in related field or Associate's degree plus two years full-time directly related work experience.

2. One year full-time directly related work experience beyond requirement above, including experience in a 4th generation language.

3. Demonstrated skills in items four and five below may be substituted for education and experience.
4. Thorough knowledge of electronic data processing coding practices necessary for developing programs of instructions for an electronic digital computer and related peripheral equipment.
5. Ability to prepare clear, detailed, and efficient programs of computer instructions using current industry standard programming languages for optimum machine utilization.
6. Ability to establish and maintain positive working relationships with other employees.
7. Ability to work independently with minimal supervision.
8. Ability to operate mainframe electronic digital computerized systems, including operating systems and applications software.
9. Proficiency in common programming languages.
Language/Communication Skills

1. Apply principles of logical thinking to define problems, collect data, establish facts, and draw valid conclusions.  

2. Interpret an extensive variety of technical instructions.

Environmental Conditions

1. Indoors in normal office environment with little exposure to excessive noise, dust, fumes, vibrations, and temperature changes at least seventy-five percent (75%) of the time.

2. Frequent computer use at workstation up to two hours at a time.  

3. Frequently work at fast pace with unscheduled interruptions.

4. Responsibilities occasionally may require an adjusted work schedule, overtime, and evening/weekend hours in order to meet deadlines or to access the computer to perform program tests.

5. May move from one work location to another occasionally. 

6. Public contact position requiring appropriate business-like apparel.

Physical Demands

1. Mobility within the office including movement from floor to floor.

2. Access information using a computer.

A computer programmer in the IT Department is expected to efficiently perform the above tasks.  If these are not adequately completed, as per management’s instructions, the employee will be disciplined according to procedures as outlined in the employee handbook.

ADA: The employer will make reasonable accommodations in compliance with the Americans with Disabilities Act of 1990. 
OSH Act: A computer programmer is not to handle any human body fluids, biological agents, laboratory chemicals, or be exposed to hazardous materials such as noise, asbestos, or carcinogens.
FLSA: Nonexempt

This job description will be reviewed periodically as duties and responsibilities change with business necessity.  Essential and marginal job functions are subject to modification.
EEO/AA

