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Citation 1: OPM PCS Office Automation Clerical & Assistance Series, GS-326, Nov 90
Citation 2: OPM Office Automation GEG, Nov 90

PD Library PD: No
COREDOC PD: No
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Classification Date: 


	PRIVATE
FLSA: NonExempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 00
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 00
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 04

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



MAJOR DUTIES

The incumbent of this position serves as Office Automation Clerk, providing a variety of office automation and general clerical assistance to the Directorate, Division/Office or Branch to which assigned.

1. Uses word processing software to produce a variety of documents.  For example, uses database or spreadsheet software to  enter, revise, sort or calculate, and retrieve data for standard reports; and uses graphics software to provide graphic symbols, charts, and graphs for viewgraphs.  Transmits and receives documents and messages electronically using personal computers or workstations that are networked or linked to other computers or workstations through a central processing unit. 60%

2. Answers telephone and personal inquiries relative to the activities of the office when the information required can be supplied from own knowledge of office activities or can be located in office files or records. Screens telephone calls and visitors and makes appropriate referrals to other persons in the office or to other organizational segments.
Maintains office files according to established functional file system involving the classification of material into a large number of subject headings and subheadings. Searches for and withdraws material when requested.
Reads and distributes incoming mail and technical publications. Attaches precedent or related correspondence. Maintains suspense records of correspondence, messages, reports, or projects, and follows-up to ensure completion by required dates. Reviews outgoing correspondence for format, typing accuracy, conformance with instructions, enclosures, etc.  Composes correspondence of a routine and non technical nature based upon oral instructions, brief notes, or information which is readily available in the files and records of the office. Adapts model letters in answering inquiries where judgment is required in selecting the proper letter or paragraph.  Compiles statistical data for reports, charts, or records extracting data from documents and posting or tabulating same to worksheets or other office records. Verifies accuracy of computations or computes quantities such as totals, subtotals, percentages, averages, and balances following standard procedures. 40%

Performs other job related duties as assigned.

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION (Level 1-3 350 Points)

The skill of a fully qualified typist to operate a personal computer is required.
The knowledge of office automation systems to use several types of software for various office needs.  The employee must know the processing procedures and function keys for performing a substantial range of functions within each software type.

The knowledge of grammar, spelling, capitalization, and punctuation needed to type a variety of material accurately from written sources.

The knowledge of normal formats, forms, typing policies, and common terminology of the unit for which the work is done.

The knowledge of MARKS system to maintain filing system of the unit and/or retrieve necessary information from the office files.

The knowledge of a variety of office equipment: telephone (for long distance and DSN calls), duplicating equipment, word processing equipment, etc.

The knowledge of office procedures for the particular unit to which assigned.

FACTOR 2 - SUPERVISORY CONTROLS (Level 2-2 125 Points)

Instructions are given on priorities concerning categories of assignments, along with general instructions on limitations, deadlines, and how the work is to be accomplished.

Incumbent works independently in carrying out the usual run of assignments. Additional instructions are provided when unusual assignments present problems, call for deviations from established procedures, or otherwise require specific instructions.

Completed work usually is spot checked for compliance with procedures of the office, appearance, completeness, and typographical errors. When the work is unusual, it is also spot checked-for adherence to specific instructions provided.

FACTOR 3 - GUIDELINES (Level 3-2 125 Points)

Procedures such as those for format, preparation and arrangement of correspondence, marking supplemental material, and distribution of copies have been established. Specific guidelines, such as agency or unit instructions, directives, notices, publications, manuals, or technical dictionaries are available for reference. 

Incumbent uses judgment in locating, selecting, and applying the most appropriate authorized alternative among the various guidelines covering similar situations. An example would be the degree of judgment required to determine the spacing and arrangement of the material by considering the nature of the material, its purpose, and the applicability of agency regulations. Situations involving significant deviation from established guidelines or the absence of adequate guidelines are referred to the supervisor.

Written guidelines are in the form of:

AR 340-15 Preparing Correspondence
AR 105-31 Message Preparation
AR 310-50 Authorized Abbreviations and Brevity Code

Government Printing Office Style Manual
Dictionaries (technical and non-technical)
Telephone Directories
Standing Operating Procedures for the unit to which assigned.

FACTOR 4 - COMPLEXITY (Level 4-2 75 Points)

Assignments usually require performance of related clerical tasks that precede or follow the actual typing, such as obtaining pertinent supplemental data and checking dates and citations.

The incumbent must recognize the propriety of correspondence formats, the need for certain routing arrangements, and comparable established requirements. Actions to be taken differ with the requirements of particular originators, such as correcting errors in spelling and grammar in the material to be typed. 

FACTOR 5 - SCOPE AND EFFECT (Level 5-1 25 Points)

Work involves typing which requires the incumbent to perform clerical tasks necessary to produce the items in final form (e.g., selecting the proper format, spacing and arranging the material, checking references, correcting misspellings and simple arithmetical errors).

The services performed facilitate the work of the originators of the material.

FACTOR 6 - PERSONAL CONTACTS (Level 6-1 10 Points)

Personal contacts are with employees within the immediate work unit and related support units.

FACTOR 7 - PURPOSE OF CONTACTS (Level 7-1 20 Points)

Contacts are for such purposes as receiving work assignments, getting instructions, receiving or giving information, reporting progress or problems, correcting typed material, clarifying terminology, delivering completed work and reporting equipment malfunctions. 

FACTOR 8 - PHYSICAL DEMANDS (Level 8-1 5 Points)

Work is sedentary. Typically, the employee sits to do the work, however, there may be some walking, standing, bending, and carrying light items such as papers and books.

FACTOR 9 - WORK ENVIRONMENT (Level 9-1 5 Points)

Government office with adequate light, heat, and ventilation.

TOTAL POINTS: 740 (GS-04)

 



