
Computer Skills 
 
 
Computer Systems Analyst Tasks 

• Expand or modify system to serve new purposes or improve work flow. 
• Test, maintain, and monitor computer programs and systems, including coordinating the 

installation of computer programs and systems. 
• Develop, document and revise system design procedures, test procedures, and quality 

standards. 
• Provide staff and users with assistance solving computer related problems, such as 

malfunctions and program problems. 
• Review and analyze computer printouts and performance indicators to locate code 

problems, and correct errors by correcting codes. 
• Consult with management to ensure agreement on system principles. 
• Confer with clients regarding the nature of the information processing or computation 

needs a computer program is to address. 
• Read manuals, periodicals, and technical reports to learn how to develop programs that 

meet staff and user requirements. 
• Coordinate and link the computer systems within an organization to increase 

compatibility and so information can be shared. 
• Determine computer software or hardware needed to set up or alter system. 

 
 
Computer User Support Specialist Tasks 

• Oversee the daily performance of computer systems. 
• Answer user inquiries regarding computer software or hardware operation to resolve 

problems. 
• Enter commands and observe system functioning to verify correct operations and detect 

errors. 
• Set up equipment for employee use, performing or ensuring proper installation of 

cables, operating systems, or appropriate software. 
• Install and perform minor repairs to hardware, software, or peripheral equipment, 

following design or installation specifications. 
• Maintain records of daily data communication transactions, problems and remedial 

actions taken, or installation activities. 
• Read technical manuals, confer with users, or conduct computer diagnostics to 

investigate and resolve problems or to provide technical assistance and support. 
• Refer major hardware or software problems or defective products to vendors or 

technicians for service. 
• Develop training materials and procedures, or train users in the proper use of hardware 

or software. 
• Confer with staff, users, and management to establish requirements for new systems or 

modifications. 
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