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FOREWORD 

TllW Systems waa awarded a contract [Contract Number DA-49-186-AMC 

-324 (X)) by the U.S. Army Materiel Coaund to develop an Intearated Tech-

nical Data System (ITDS). The ITDS is intended to uaist the AntJ Systems 

Manager in performing his manage•nt and technical tuka by operating on 

relevant data to produce, sunaarize, and condense information. 'This allows 

the manager and technical support personnel to a) determine status and nm­

itor technical progress, b) identify and predict system technical/management 

probleu and t 1eir impact, c) comprehend and evaluate proposed system changes, 

and d) usign and maintain awareness of responsibility for action. 

The ITDS ia compoaed of peraonnel, procedure■, equipment, and computer 

proaraa. The oraanization of theae el•enta provide• a capability for the 

proceaaina of ayat-■ proar• data, includina the followina function■: 

• Data receipt and indexina 

• Validation and verification for authenticity 

• Storqe 

• Manipulation 

• Retrieval 

• Diaplay and diaaemination . 

The oraanization ia divided into three major aubayat-■: the Func­

tional Diaciplinea Subayat-■, the Data Operatiou Sub1y1t•, and the Coa­

puter Subayat•. ITDS uaer docuaentation, of which thia aanual 1• a part, 

1a oriented to the above 1ubayat .. , with the aception of an overall 

Syat• Uaer'• Guide and a Confiauration Manq .. nt Plan. 

Pollovina 1• a tabulation of ITDS uaer docuaentation (title of thia 

voluae 1• heavily underacored): 

ITDS - Overall 

• Syat• Uaer'• Guide 

• Confiauration Manaa ... nt Pl ~n 

!'\wctional Diacipline1 Suba7at• 

• Adainiatrative Manual 

• Operatiou Manual 

• Per■onnel Poaition Deacriptiou 
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Data Operations Subsystem 

Administrative Manual 

Operations Manual 

Equipment Description 

• 
• 
• 
• Personnel Position Descriptions 

Comp1ter Subsystem 

These 12 manuals, in general, cover administration of the subsystem, 

operating and maintenance instructions for the programs, computing equip­

ment description, and personnel position descriptions. 

• Administrative Manual 

• Generalized Processing Program, General Description 

• Applications Programs, General Description 

• Peripheral Programs, General Description 

• Computer Programs Maintenance Manual 

• Computer Programs Operations Manual 

• Data Processing Center Operator's Manual 

• Equipment Description 

• Personnel Position Descriptions 

• Generalized Processing Program, Programming Documentation 

• Applications Programs, Programming Documentation 

• Peripheral Programs, P.rogra111ing Documentat ion 

Thia manual describes the personnel position descriptions for the 

Data Operations Sub1ystem. 
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I. 

DATA OPERATIONS SUBSYSTEM: 
PERSONNEL POSITION DESCRIPTIONS 

1. INTRODUCTION 

This document contains the approved position descriptions of personnel 
required to operate and maintain the data operations subsystem of the Inte­
grated Technical Data System (ITDS). Data operations personnel provide data 
handling capabilities to move data from point of entry through the ITDS to 
point of dissemination. These personnel provide the interface between the 
functional disciplines and computer subsystems. 

1.1 PURPOSE 

The purpose of this document is to specify the minimum personnel skills 
required to operate and maintain a data operations subsystem wi thin an ITDS. 
These personnel requirements are expressed in qualitative (n, ~ quantitative) 
terms. Each individual position description is placed separately on a stan­
dard format. Each description has a cross-reference to the appropriate 
function block on the ITDS Summary Function Flow Chart contained in the 
System Description, Part II Production Description in order to reflect the 
functional location of each position within the system. 

1. 2 SCOPE 

This document identifies and describes only those personnel positions 
specified for the operation and maintenance of the Data Operations Subsystem 
in the Syitem Description~ Part II. The data operations covered include the 
functions specified in paragraph 3.3 "Data Operations Subsystem." Personnel 
of this subsystem perform data management, analybls, and processing functions 
as outlined in brief below: 

a) Input processing functions/tasks 

acquisition 

control 

preparation of input 

storage (hard copy and microfom) 
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b) Output processing functions/tasks. 

output edit and review 

output quality control 

output dissemination 

c) Data base management functions/tasks. 

-- management of data files (lists) 

-- retention and disposal of data 

2. APPLICABLE DOCUMENTS 

Specifications 

06349-WSlO-R0-00 

Manuals 

06349-W527-R0-00 

3. PERSONNEL REQUIREMENTS 

System Description, Part II: Product 
Description for the Integrated Tech­
nical Data System, dated 7 Karch 1969 

Data Operations Subsystem: Operations 
Manual 

The personnel required for the Data Operations Subsy1tem are described 
in succeeding paragraphs. The position descriptions are presented in qual­
itative terms only, because the number of personnel required for the Data 
Operations Subsy1tem is dependent upon the nature, v·· .\Jllle, and complexity 
of technical data being handled by the ITDS. For that reason typical types 
of personnel skills that are required to operate and maintain an ITDS which 
is supportint a large, complex aircraft weapon system are described, 

Each position description has been allocated an individual paragraph 
and page, with descriptions grouped and presented in the following seque-t ce: 

a) Data Operations Management 

b) Data Control and Processing 
c) Quality Control 

d) Documentation Analysis 

e) Inquiry Terminal Operations 

f) Technical Data Analysis 

g) Hardcopy/Kicroform Library 

h) Kicroform Equipment Operator 
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3.1 DATA OPERATIONS MANAGER 

3.2 DATA CONTROL AND PROCESSING SUPERVISOR 

3.3 DATA QUALITY CONTROL ANALYST 

3.4 DOCUMENTATION ANALYST 

~ 
3.5 INQUIRY TERMINAL OPERATOR 

I 
3.6 DOCUMENTATION CONTROL CLERK 

3.7 TECHNICAL DATA ANALYST 

3.8 HARDCOPY/MICROFORM LIBRARIAN 

3.9 MICROFORM EQUIPMENT OPERATOR 
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3.1 POSITION DESCRIPTION: DATA OPERATIONS MANAGER 

POSITION TITLE: 
Data Operations Manager 

PRIMARY RESPONSIBILITY: 
Assist applications subsystem personnel in the determination of 

data requirements, plan for the timely and economical acquisition of 
data, and insure the adequacy of the acquired data for its intended 
use. 

FUNCTIONS: 

Perform overall management, operation, and maintenance of the data 
base. Provide for continuous data base systems analysis, data system 
error analysis and validation program, and evaluate all recommended 
changes for the data base and insure that proper change control pro­
cedures are follo·wed. Provide for administrative control for all data 
being transferred from point to point through the system. Supervise 
and insure that required procedures f or data storage and retrieval of 
hardcopy and microform documents are being taken. Supervise the main­
tenance of the documentation files. Provide liaison between the appli­
cations subsystem and the computer subsystem. 

REQUIRED QUALIFICATIONS/SKILLS: 

College degree r~quired, master's degree in busin~ss administra­
tion preferred. 

Minimum five years experience in operation of data management 
system plus at least three years supervisory experience. At least 
two years experience in working with data processing personnel 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.2 POSITION DESCRIPTIC~ : DATA CONTROL AND PROCESSING SUPERVISOR 

POSITION TITLE: 
Data Control and Processing Supervisor 

PRIMARY RESPONSIBILITY: 

Supervise the control and operation of the data retrieval opera­
tion and the operation of the data inquiry terminal. 

FUNCTIONS: 

Supervise the receipt and sorting of data from internal and exter­
nal sources. Supervise the assignment of DAI forms to system data and 
insure that documents are reproduced as required. Maintain system of 
distribution accountability and control and establish and maintain per­
manent hardcopy files. Supervise and carry out the approved system of 
purging of the ;ardcopy files. Provide retrieval service for hardcopy 
files. 

REQUIRED QUALIFICATIONS/SKILLS: 

High school education required; college degree or equivalent 
preferred . 

Minimum three years experience as a data analyst. This experi­
ence should include previous knowledge of data processing terminology 
and functions. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.3 POSITION DESCRIPTION: DATA QUALITY CONTROL ANALYST 

POSITION TITLE: 
Data Quality Control Analyst 

PRIMARY RESPONSI Bl LI TY: 

Assure that system integrity is maintained with optimum cost 
effectiveness. 

FUNCTIONS: 

Responsible for system integrity and interact with system users 
to insure that the data base is designed and organized to function 
within optimum cost effectiveness guidelines. Integrate user require­
ments to insure that data base elements are not duplicated or that user 
data requirements do not needlessly overlap one another. Analyze data 
requirements in conjunction with computer equipment capacities. 

REQUIRED QUALIFICATIONS/SKILLS: 

College degree or equivalent preferred; high school education 
required. 

Minimum one and one-half years experience as a data analyst, 
part of wr. ich must include experience in interfacing with a computer 
department. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Dote: Dote: 
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3.4 POSITION DESCRIPTION: DOCUMENTATION ANALYST 

POSITION TITLE: 
Documentati n Analyst 

PRIMARY RESPONSIBILITY: 

Review all project data received; determine and perform required 
input processing. 

FUNCTIONS: 

Provide for the review of all project data received and insure 
that all log-in and control requirements are satisfied, Determine 
the necessary and/or required input processing of data into the system 
and make decisions as to the necessary distribution within the project 
organization and supporting activities. 

REQUIRED QUALIFICATIONS/SKILlS: 

High school education required; some college level experience 
desired. 

Minimum one and one-half years experience as a documentation 
analyst, part of which must include experience in interfacing with a 
computer department. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.5 POSITION DESCRIPTION: INQUIRY TERMINAL OPERATOR 

POSITION TITLE: 
Inquiry Terminal Operator 

PRIMARY RESPONSIBILITY: 

Operate the input/output remote on-line terminal of the random 
access data system. 

FUNCTIONS: 

Operate printing card punch for input of variable data recorded. 
Operate card reader to input punch card via remote on.-line stations 
into computer random access memory. Operate keyboard printer to make 
direct inquiry to computer data files and receive response on printer. 
Operate data phone, requiring correct usage of restricted codes neces­
sary to maintain integrity of system. Perform miscellaneous duties 
such as punching cards, filing, keeping records, and coordinating with 
related working groups. 

REQUIRED QUALIFICATIONS/SKILLS: 

High school equcation with one year of experience and/or technica 
trade school or equivalent on-the-job training and experience. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.6 POSITION DESCRIPTION: DOCUMENTATION CONTROL CLERK 

POSITION TITLE: 
Documentation Control Clerk 

PRIMARY RESPONSIBILITY: 

Receive and control all system documents. 

FUNCTIONS: 

Log in all documentation received and distribute for necessary 

action. File and retrieve documents as directed. 

REQUIRED QUALIFICATIONS/SKILLS: 

High school education required. 

Minimum one year experience in data handling procedures 

required. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.7 POSITION DESCRIPTION: TECHNICAL DATA ANALYST 
POSITION TITLE: 

Technical Data Analyst 

PRIMARY RESPONSIBILITY: 

Abstraction and extraction of data elements and keywords for entry 
into data base and establishment of data base dictionaries, 

FUNCTIONS: 
Assist in the selection, extraction, and keywording of data to 

be entered into the data base, Assist in the acquisition and valida­
tion of input source data. Establish and intially load system dic­
tionaries. Prepare load sheets and perform data loading operation, 
Receive and analyze diagnostic error messages, Structure and main­
tain records of all data inquiries, Assist in the formatting and pro­
cessing of periodic and exception reports, Coordinate the processing 
of changes to the system dictionaries and data base formats. 

REQUIRED QUALIFICATIONS/SKILLS: 

College degree or equivalent preferred. 

Minimum three years experience as a data analyst with experience 
in interactiug within a data processing environment, Ability to 
c01111lunicate effectively, in both written and oral form, 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.8 POSITION DESCRIPTION: HARDCOPY/HICROFORM LIBRARIAN 

POSITION TITLE: 
Hardcopy/Microform Librarian 

PRIMARY RESPONSIBILITY: 

Analyze hardcopy documents and which data r~quire microfilming, 
and maintain hardcopy and microfilm storage. 

FUNCTIONS: 
Examine technical documents and, following prescribed standards 

and other directives, indicate which documents are to be microfilmed 
and which are to go i~to the hardcopy files. Supervise file main­
tenance activities and insure that purging is done only when those 
persons whose activities are respon~ible for the data agree to those 
which are to be purged. 

REQUIRED QUALIFICATIONS/SKILLS: 

High school education required; some college level experience is 
preferable. 

Minimum three years experience in data management and related 
data processing experience. One year supervisory experience 
necessary. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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3.9 POSITION DESCRIPTION: MICROFORM EQUIPMENT OPERATOR 
POSITION TITLE: 

Microform Equipment Operator 

PRIMARY RESPONSIBILITY: 

Operate microfilm camera and aperture card equipment, 

FUNCTIONS: 

Take microfilm or microfiche reproductions of system documents 
and make aperture cards as directed. 

REQUIRED QUALIFICATIONS/SKILLS: 

High school education required, 

Minimum of one to two years experience in the operation and 
use of microfilm, microfiche, and aperture ca, d equipment. 

REFERENCE FUNCTIONAL BLOCK: 

Prepared by: Approved by: 

Date: Date: 
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