Position Description

	PRIVATE
PD#: 01407
	
	
	
	Replaces PD#: New

	Shred: Varies
	
	OFFICE AUTOMATION CLERK
	
	

	
	
	GS-0326-04
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies
	

	
	
	
	
	

	
	
	
	
	



Citation 1: OPM PCS Office Auto Cler & Asst Series, GS-326, Nov 90
Citation 2: OPM Office Automation GEG, Nov 90

PD Library PD: Yes
COREDOC PD: No

Classified By: LOVENIA HYLTON
Classification Date: 6/13/95


	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

Performs general clerical and office automation duties for the Support Division to which assigned.

1. Clerical Duties:

- Provides clerical support to the Division. Uses utmost discretion and judgment in receiving and referring callers and visitors, or furnishing information requested. Establishes and maintains a variety of office files and regulations according to the Department of the Army filing system. Opens, reviews, distribute and control mail and other office communications in accordance with established procedures and knowledge of the organization and assigned personnel. Enters purchase request into Standard Army Automated Contracting System (SAACONS). Distributes  purchase orders and contract files. Maintains suspense on all recurring and special reports, following up to assure completion prior to suspense date. Requisitions supplies for the office. (50%)

2. Office Automation Duties:

- Accomplishes clerical, statistical and data entry tasks in support of the administrative work of the office, using an automated data processing (ADP) system. Uses ADP system commands to create and delete files, search files and records, store or extract material from a variety of software packages to include word processing software. Transmit large amounts of information and generate cumulative, statistical, tabular, narrative and graphic reports.

- Types a variety of narrative and tabular material (e.g., reports, correspondence, technical papers) into automated equipment utilizing the full range of keys, codes, proofing symbols, functions and applications to develop products in final form. Corrects errors in grammar, spelling and punctuation. Refers to dictionaries, style manuals and established typing/correspondence policies of the organization served. (50%)

Performs other duties as assigned.

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION 

Knowledge of office automation systems to use several types of software for various office needs.

Ability to apply knowledge of software functions to produce wide range of documents often requiring complex formats.

Knowledge of the organizational functions and procedures of the unit to perform such duties as distribute and control mail, refer phone calls and visitors, and provide general, non-technical information.

Knowledge of records management sufficient to establish, maintain, research and dispose of all necessary files, registers, regulations, etc.

Knowledge of spelling, grammar, punctuation, capitalization and the variety of forms used by the organization served.

Skill of a fully qualified typist required.

FACTOR 2 - SUPERVISORY CONTROLS 

The supervisor provides instructions on priorities concerning assignments along with general instructions on limitations, deadlines, and how the work is to be completed. The employee works independently in carrying out recurring assignments. Further instructions are provided when unusual assignments present problems, call for deviation from established procedures or otherwise require specific instructions. Completed work is usually spot checked for compliance with procedures of the office, appearance, completeness, and typographical accuracy. When the work is unusual, it is also spot checked for adherence to specific instructions provided.

FACTOR 3 - GUIDELINES 

Guidelines are available. The employee uses judgment in locating, selecting and applying the best alternative among those provided in guides. Situations requiring significant deviation from established guides are referred to the
supervisor.

FACTOR 4 - COMPLEXITY 

The work involves several related steps that precede or follow the actual typing such as searching files for pertinent supplemental data and checking dates and citations.

The employee 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 

The purpose of the work is to perform office automation and substantive clerical services where the employee performs the usual tasks required to produce the items in final form (e.g., selecting the proper typing format, spacing and arranging the material, preparing reports, etc.). The services performed facilitate the work of the originators of the documents or the users
of the data maintained.

FACTORS 6&7 - PERSONAL CONTACTS/PURPOSE OF CONTACTS 

The personal contacts are with originators and employees within the immediate work unit in related or support units. Contacts are for such purposes as receiving work assignments and 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 

The work is sedentary. Typically, the employee may sit comfortably to do the work. There my be some walking, standing, bending and carrying of light items such as papers and books.

FACTOR 9 - WORK ENVIRONMENT 

The work is performed in an office setting. The work area typically is adequately lighted, heated, and ventilated.

 

