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The computerization of the business workplace has led to new positions and a change in responsibilities for existing positions.  One major company divides its workers into two categories--originators and processors.  Originators are people who draft original documents, reports, numeric analysis, and other stuff.  Processors are those who prepare this matarial for presentation.  For example, an average originator/processor relationship is that of a manager and secretary.  The supervisor writes a letter to a client and the secretary then uses a word processor to print it and the thing in which it is mailed.

The originater/processor division is not absolute because each person's work usually contains some of each.  The supervisor who hand writes a memo to a co‑worker is playing both roles.  So is the secretary who prepares a new log to keep track of projects.  However, despite its limitations, it is a useful way of categorizing jobs and careers that are open to people with computer experience.

In addition to originator/processor positions, there are also specialist positions for those who service or supply computers or train computer users.

ORIGINATOR POSITIONS

In most originator positions, the computer is used as a tool to speed up tasks.  It is not essential--it's just very useful.  For example, managers use computers to draft memos, letters, and reports.  They also use them to prepare financial plans and forecasts, and to evaluate data stored in the company's computers. Designers, engineeers, and scienticts use computers to run experiments, analyze structures and designs, and prepare working drawings from which things can be built.

PROCESSOR POSITIONS

In most processor positions, the computer is used extencively but not exclusively.  For example, an secretary uses the computer to prepare correspondence but also has many other responsibilities.  However, there are also positions such as data entry and word processing operator positions that are primarily computer based.  Usual processor positions include the following:

Data entry operators enter data into computers.  For example, they enter the prices and stock numbers of items in inventory, sales and shipments, and employee records. Word processing operators prepare finished documents based on what others prepare. Editors edit and proofread reports, advertising materials, articles, and books.

SPECIALIST POSITIONS

Specialist positions are generally those directly related to the computer business.  These positions are usually with computer firms or in computer sections in large corporations.  Average specialist positions include the following:

Computer operators actually operate large computers.  They load programs and data, back up files, run jobs, and prin reports.

Computer librarians maintain files and databases of company data, and in some cases provide employees with access to company and public databases of information.  They also maintain corporte data, keep records, and determine which files can be deleted.

Systems analysts analyze, evaluate, and design company information systems.  They determine the needs of both management and employees, design a system, and consult with the developers who write the programs and design the reports.

Programmers write programs that are used to process the company's information.

Information systems managers manage all of a company's information systems and resources.  They generally report to high‑level officers and manage a staff of people in the information processing, or data processing, unit  who perform the tasks required to implement the company's systems.

Trainers teach people how to use computer systems.  Some trainers work for companies that use computers.  Many others work for firms that provide training to these companies on a contract basis.  Some trainers spesialize in microcomputers.

Technical support people answer questions from people who use computers.  Many of these people work for companies that supply computer equipment to large firms.

Technical writers write descriptions of programs and computer systems so that others can understand and use them.

Consultants fulfill several roles, from designing systems to installing them and training users on how to operate them.

Sales personnel determine the needs of their clients and recommend specific hardware and software.  They work for hardware or software companies and sell to large accounts or to other outlets.  Standard outlets are retail stores such as Computerland, and value‑added dealers who put systems together for companies.  Both retail stores and value-added dealers also have salespeople who call on clients to sell them their products or services.

CAREER PATHS

Almost all positions have career paths that allow you to move up the career ladder to positions with more responsibility and higher pay. The pay scale for the different position varies depending on the experience and knowledge. Here is a list of the entry level pay for the various positions:

Computer Operator
$30,000.00

Programmers

$35,000.00

System Analyst
$40,000.00

Consultants

$50,000.00

 Secretaries can become supervisors, programmers can become section managers, and salespeople can become marketing or sales managers.  In some cases, employees gain extensive experience within a large firm and then start their own small business.  For example, many word processing operators have started small firms that do word processing for professionals and other self‑employed people who do not have their own full‑time staffs to do work of this kind. The following information gives us an idea what the professionals in the computer technology 

TRAINING AND SUPPORT

People who use computers in their daily work, as opposed to those who design or program them, are called end users.  For computer installations to be successful, end users must understand the purpose of the computers, and be trained in their use.  This training is accomplished in both formal and informal ways.

Formal Training

Larger companies have centralized training into an existing section.  Frequently, the group that does the training is called the information center (IC), data processing (DP) unit, or the management information systems (MIS) unit.  These groups are responsible for training new users and also for training experienced users when new programs are introduced.  Because this training task is expensive, most companies encourage end users to use a specific program in each of the main application categories.  If you use another program, the company will not supply training or answer your questions.  Because unauthorized programs can cause other problems, some companies do not allow them to be used on company business.  One of the main reasons for this is that the files you create on one of these programs may be unusable by other employees.

Informal Training

Many users are self‑educated on computers.  They learn programs by reading the manuals, called documentation.  These manuals are sometimes badly organized and/or written for an experienced audience.  For this reason, most users do not rely entirely on the documentation that comes with their hardware and software.  They take courses, use on‑screen tutorials, read books, talk to other users, and join user groups.

Many leading software publishers offer support for their programs.  This support usually consists of a technical representative you can call if you have a problem.  Some of these support services charge a fee.

In many companies, a network of knowledgeable and experienced end users has emerged.  These people are continually sought out by people who have recently gained access to a computer.  They answer their questions and help get them started.  They obviously provide a valuable service, but it takes time and detracts from their performance in their own job.  Many companies are now formally recognizing the skills of these people and are changing their job descriptions to acknowledge the contribution they make.

