Computer Specialist, GS-0334-12

Performance Plan

CPO #1:  Provides Regional computer support and training to maximize the efficiency and effectiveness of personnel and regional operations.  
Performance Standards:
As the Regional Computer Specialist, provides and coordinates technical support for Regional personnel in the utilization of computer hardware and software.  Installs computer equipment and software, ensuring proper operation.  Follows up on problematic issues in a timely manner.  Keeps customers informed of the status of repairs or replacements.  Independently monitors the quality and performance of computer hardware and software, recommending to management enhancements when needed.  Identifies, develops, and implements system changes to ensure efficiency of operations (e.g., backup procedures, memory allocation).

Performs LAN administration (add, modify, change user accounts, etc.) and troubleshoots connectivity between the LAN and WAN.  Performs server maintenance by monitoring resource utilization, disk space utilization and connectivity issues on servers.

Provides on-site computer hardware and software training for Regional personnel.  Produces and disseminates computer-related instructional material.  Instructs Regional personnel on optimum use of computer hardware and software and keeps abreast of recent developments in computer technology.    

Performance Targets: 
· Performs ongoing e-mail maintenance on all post offices weekly; e.g., performs GWCHECKS, monitors Message Servers, Async Servers, Post Office Servers and Queues (Communications Server).

· Performs system backups daily, weekly, and monthly, as appropriate.

CPO #2:  Serves as the Regional computer liaison with Headquarters support personnel to provide continuity in the implementation and resolution of information technology matters.  
Performance Standards:

Serves as the liaison to facilitate changes in policies and procedures concerning computer systems and components as directed by Headquarters support personnel.  Coordinates the development, implementation, and evaluation of such changes in an appropriate and timely manner.  Develops and maintains an appropriate and professional working relationship with Headquarters support personnel to ensure sound communication of instructional/technical procedures, policies, and related issues.  Provides Headquarters with information concerning Regional hardware, software, and computer training needs in a timely manner.  Conveys computer-related comments and suggestions by Regional personnel to Headquarters personnel as appropriate.  Communicates proposed system (server) changes with Headquarters Helpdesk Staff prior to making changes.   

Performance Targets:
Include targets as appropriate for your Region.

CPO #3:  Ensures standards and procedures for software, hardware, and inventories are properly maintained in order to preserve the integrity of FRA=s information technology operations.    

Performance Standards:
Provides specifications for equipment and supplies acquisitions relative to computer-related equipment.  Maintains extensive hardware and software inventories as directed by Headquarters support staff.  Keeps the Administrative Officer or Regional management advised of inventory issues/matters affecting personnel or operations in a timely manner.  Registers software packages as required by vendors to ensure legality of installed programs.  Coordinates updated versions of existing software programs to ensure consistency.

Performance Targets:
Include targets as appropriate for your Region.

CPO #4:  Prepares administrative reports and maintains Regional computer database records to facilitate work processes and to maintain operational efficiency. 

Performance Standards:
Administrative reports and correspondence are written and/or completed within established time frames and in accordance with established procedures.   Administrative documents reflect accuracy and neatness and require only occasional correction.  

Provides proper oversight and maintenance of computer database records for regional inventory, controlled assignments (e.g., investigation of complaints, waivers, false proceeds, accidents), personnel training and other records as appropriate.   Assists Regional personnel in accessing national and regional databases.  Distributes database records to appropriate personnel in a timely manner.

Performance Targets:
Include targets as appropriate for your Region.

CPO #5:  Provides nationwide technical support and performs special projects to improve the productivity, efficiency, and effectiveness of FRA=s communication networks and applications.

Performance Standards:

Serves as a subject-matter expert in providing technical consulting and support to the overall FRA Local Area Network and Wide Area Network system.  As required, provides technical advice and training to Computer Specialists in the field on a variety of computer-related issues.  Provides technical and administrative assistance to the FRA state safety program coordinator and to other appropriate state personnel.  Independently develops a comprehensive plan of action or defines project parameters for each project, including milestones, where appropriate, that adequately address the requirements of the project.  Provides clear instructions to team members and actively monitors work to ensure the project follows the plan and objectives are met.

Performance Targets: 

Include targets as appropriate for your Region.

