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The primary purpose of this position is to execute the Army Casualty Assistance Program, monitor funeral details, and provide administrative support.

1. Executes Casualty Assistance Program (80%)

a. Receives notification of death of active duty and retired military personnel occurring within jurisdiction of this command, within other commands when deceased is assigned to this command, and/or when next of kin resides within this command, Northern Virginia, Maryland and Washington DC.

b. If next of kin resides within nearby areas, the incumbent contacts the designated unit, relays available information, and obtains name of officer to be designated to make official notification.   Otherwise the casualty assistance office located nearest to residence of next of kin, relays information advises of requirements, and instructs him or her to appoint notification/Casualty Assistance Officer (CAO) when required. Briefs CAO of duties and responsibilities and any special matters which incumbent anticipates may present problems and provides guidance based on past experience. Explains all items such as death gratuity payment, burial arrangements and rights, financial assistance, education programs for widow/widower and dependent children, travel of dependents, insurance, Survivors Benefit Plan, Social Security benefits, VA benefits, state benefits, civil service benefits, required new ID Card, etc.

c. Notifies DA Casualty, and DCSPER Adjutant General, or someone higher in command when chief is not available, upon receipt of notification of death in the Military District of Washington Casualty Area of Command When applicable, notifies Post SDNCO, Safety Officer, Military Police, CID, Mortuary Officer, Finance Officer, PAO, unit commanders, etc.  Serves as point of contact for CAO to provide guidance and assistance on handling of sensitive matters, initiate and/or coordinate actions (such as making arrangements for military funeral, and resolve problems encountered. which requires exercise of considerable judgment, originality and ingenuity in many cases. Notifies CAO of when to expect shipment of body. If next of kin desires to leave area notifies Casualty Area Command (CAC) of his/her arrival and arranges for someone to meet with him/her at the CAC. Arranges funeral details for CAC to provide honors at that location. Ensures CAO report is turned in and reviews for accuracy and compliance with prescribed procedures, policies and special requirements.

d. Processes actions on all active duty and retired military personnel deaths occurring in the area of responsibility. When notification of death is received, obtains all available information from calling party in order to compile Casualty Report, which consists of full name, social security number, rank, branch of service, unit, place of death, date and time of death, circumstances/cause of death, religion, race, status of remains, next of kin information, and any CID, family members, state or local police, medical officials, friends, etc. Forwards report to higher authorities such as DA, Defense Finance and Accounting, ARPERCEN, and other CAC involved. If next of kin is in our CAC, appoints and briefs CAO as described in subparagraph a. Prepares orders for dependent travel.

e.  Briefs Chief of Casualty and Mortuary Affairs on status of pending actions and provides instructions as to requirements if notification of casualty is received during his/her tour of duty. Trains new casualty clerks as to duties and responsibilities. Attends meetings pertaining to Mass Casualty Plan.

2. Monitors Funeral Details (15%)

These details are required upon request for interment of active duty and retired members in the MDW area of responsibility. Briefs NCOIC/OIC and assists in coordination of Post Transportation, Finance, Staff Chaplain, Band and other points of contact. Coordinates with funeral directors to confirm dates, time, and location of funeral interment. Applies comprehensive knowledge of governing Army and local regulations, and procedures to ensure mission accomplishment without degradation of the Casualty Assistance Program. Reviews after action reports from OIC of funeral details to ensure everything was done in an accurate manner. Exercised considerable compassion, patience, and tact in dealing with civilian agencies and individuals, particularly when available resources dictate that a request for funeral honors must be declined.

3. Manages Correspondence. (05%)

Prepares endorsements, messages, casualty reports, and drafts correspondence to next of kin, some of which must be completed within short time frames. Maintains database of casualties and funerals. Prepares monthly status reports on casualties and funerals. Maintains up-to-dates SOP. Provides administrative support of Casualty Working Group.

Performs other job related duties as assigned.

Incumbent is subject to shift rotation and emergency recall, as determined by the supervisor.

Factor 1 Knowledge Required by the Position: Level l-6, 950 PTS 

Must be able to analyze issues relevant to casualty operations, evaluate the situation and take actions accordingly. Requires complete understanding of Casualty Officer responsibilities. This includes knowledge of administrative procedures to be followed when applying for benefit entitlements offered by organizations such as the Veteran and Social Security Administrations. Must be able to make arrangements for military funerals. Other knowledge includes Office automation skills. 

Knowledge of grammar, spelling, capitalization, and punctuation needed to accurately prepare a variety of materials from written sources. Knowledge of coding to enter, store, and retrieve material and formats. Knowledge of formats, forms, and common terminology of the program for which work is to be performed.

Factor 2 Supervisor Controls - Level 2-3, 275 Points 

Works under general supervision of the Chief, Casualty and Mortuary Affairs Officer. The supervisor assigns specific tasks and sets deadlines-for completing the work. Receives instruction on new or revised procedures or new assignments. The supervisor is available for advice and assistance on difficult problems encountered. Work is reviewed for adequacy of overall product, accuracy, and conformance with instructions and procedures. Overall work is evaluated in terms of work accomplishment, adherence to policies and directives, etc.

Factor 3 Guidelines Level 3-3, 275 Points

Guidelines consist of regulations, standard operating procedures, notices, publications, manuals or technical dictionaries. The employee uses judgment in selection, and applying the most appropriate authorized alternative among the various guidelines. Situations involving significant deviation from established guidelines or the absence of adequate guidelines are referred to the supervisor.

Factor 4 Complexity - Level 4-3, 150 Points

The documents and specific processing functions involved require a varying number and sequence of steps and use of different functions from one assignment to the next. Work requires execution of related administrative tasks such as searching in office records for supplemental material to be included and verification of quotations and dates. Must be able to analyze the situation and select the appropriate course of action. This includes using proper documentation, determining the correct format, routing procedures and knowing the applicable regulations.
Factor 5 Scope and Effect - Level 5-3. 150 Points


Develops procedures and guidelines to determine the most efficient method to organize office automation services. This requires analyzing format, determination of best spacing and vertical arrangement, checking references, and correction of misspellings. Services performed facilitate the work of personnel who originate the material to be typed, are used by other personnel within the immediate organization to prepare reports.

Factor 6/7 Personal Contacts and Purpose of Contacts - Level 2-B, 75 Points (Factor 6/ 7)

Contacts are with employees in the same office or in related administrative or support positions outside the organization.

 Purpose of contacts are for receiving assignments, receiving or giving information, reporting problems or status of work, making recommendations to resolve administrative problems, clarifying terminology, delivery of completed work, and reporting equipment malfunctions.

Factor 8 Physical Demands - Level 8-1, 5 Points

The work is primarily sedentary, although some slight physical effort is required.

Factor 9 Work Environment - Level 9-1, 5 Points

Work is typically performed in an adequately lighted and climate controlled office.

Total Points: 1885(GS-09 =1855-2100)

