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Citation 1: OPM Job Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200, December, 2000.
Citation 2: OPM Office Automation GEG, Nov 90

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 

	PRIVATEFLSA: Non-Exempt
	Drug Test Required: 
	CIPMS PD: No

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

	Functional Code: 
	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


Using a thorough knowledge of military personnel regulations and procedures, performs a wide variety of clerical tasks in one or more areas pertinent to assignment, enlistment, reenlistment, promotion, awards, evaluations, separation, retirement, identification cards, maintenance of files, maintenance of SIDPERS, and other processing actions for officer and enlisted personnel.

1. Processes personnel actions for arriving, departing and assigned military personnel.  Examines personnel records for - primary and secondary military occupational specialty codes; the nature of last discharge; reserve obligation; eligibility for transfer to the various components; eligibility of lower grade officers for promotion; and eligibility for decorations and awards.  Uses discretion in electing the proper action from a large number of procedural guides. (30%)

2. Interviews personnel to obtain data needed to complete actions, or obtains data from previously completed files and records.  Initially determines eligibility of the individual for the requested action from a technical knowledge of applicable regulations.  Implements new and revised regulations governing military personnel administration; plans necessary procedures to comply with these regulations; and assures that these are placed in effect.  Answers a variety of inquiries from personnel being processed, e.g., explains well-defined policies of the Standby and Retired Reserve.  Completes personnel actions in final form. (25%)

3. Establishes and maintains all required forms, records, and files pertaining to assigned work.  Makes additions, revisions, or deletions to records or files to keep them current, complete, and accurate to comply with regulations, policies, and procedures. (20%)

4. Using knowledge and skill in office automation, works with a variety of software and hardware packages to perform word processing, database management, electronic mail, etc.  Types in final form a variety of narrative and tabular materials, which includes correspondence, messages, reports, etc.  Knowledge of using fax and photocopy machines.   Qualified typist is required.(25%)

Performs other duties as assigned.

Knowledge Required by the Position FL l-3 350 Points

Thorough knowledge of the rules, regulations, procedures and precedents relating to various standard military personnel actions.

Knowledge of DA guidelines for preparation and submission of actions.

Skill in operating an electronic typewriter, word processor, microcomputer or computer terminal, using a standard typewriter style keyboard with additional function keys to produce work accurately and efficiently. Skill in operating related equipment, such as printers and modems, as required.

Knowledge of processing procedures and function keys to execute one or more basic office automation functions such as storing and retrieving documents or files, inserting and deleting text, activating a printer, entering data into a predefined spreadsheet or database, and transmitting and receiving electronic mail.

Knowledge of grammar, spelling and punctuation to prepare material correctly from rough drafts or oral instructions; and knowledge of standard processing procedures, formats, and distribution and retention policies for the correspondence or reports produced.

Knowledge of an established filing system.

FACTOR 2, Supervisory Controls FL 2-2 125 Points

Supervisor provides instructions on priorities/deadlines of assignments along with general instructions on how the work is to be completed. Employee works independently in completing routine or recurring assignments. More detailed instructions are provided when unusual assignments occur. Completed work is spot-checked for compliance with office procedures, completeness, appearance and typographical errors. When the work is unusual, it is also checked for adherence to specific instructions provided.

FACTOR 3, Guidelines FL 3-2 125 Points

Guidelines include rules and regulations relating to personnel actions, user manuals, correspondence manuals, file regulations, etc. The employee uses own judgment in selecting and applying the most appropriate alternative among the various guidelines. Situations that are not covered by the guidelines or involve significant deviation are referred to higher graded support personnel or the supervisor.

FACTOR 4, Complexity FL 4-2 75 Points

The documents, formats, and specific procedures involved require a varying number and sequence of steps and use of different functions from one assignment to another. In deciding how to proceed, the employee must recognize differences in existing procedures and applications and make choices among established alternatives. Such choices regard, for example, the supporting documents required in different situations, the specific format for different types of documents, the specific software package to use, etc. The processing steps and procedures required to complete assignments are varied and numerous. They vary in terms of the supporting documentation required for the application, the type of document or report to be produced or edited, the specific formatting required for a particular document, or other differences of a factual nature.

FACTOR 5. Scope and Effect FL 5-2 75 Points

Implements new and revised regulations re: military personnel administration.  Supports office with general personnel clerical duties (i.e., routine administrative and clerical work associated with the program). The review and assembly of personnel actions affects the accuracy and reliability of further processes. Office automation and filing services include selecting proper format and supporting materials, correcting misspellings and grammar, determining proper placement of documents for easy retrieval, etc. These services facilitate the work of the originators.

FACTORS 6/7,  Personal Contacts and Purpose of Contacts FL1-A 30 Points

Contacts employees with office to discuss procedural issues when necessary.  Contacts relating to office automation duties are with originators within the immediate work unit.

Contacts are for the purpose of receiving or clarifying assignments or instructions, exchanging information, reporting progress on problems, setting up appointments, or similar matters. 

FACTOR 8, Physical Demands FL 8-l 5 Points

Work is primarily sedentary in nature with no unusual physical demands.

FACTOR 9. Work Environment FL 9-l 5 Points

The work involves minimal risks and observance of safety precautions typical of office settings.

NOTE: Factors pertain to office automation assignments.

TOTAL POINTS: 790  (GS-0203-04 POINT RANGE: 655 TO 850)
CLASSIFICATION: GS-0203-04

