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Computer Assistant





GS-0335-07



Citation 1: OPM PCS Computer Clk & Asst. Series, GS-335, Feb 80
Citation 2: OPM PCS Office Auto Cler & Asst Series, GS-326, Nov 90
Citation 3: OPM Typing & Steno GEG, Nov 90
Citation 4: OPM GLG / Clerical & Asst Work, Jun 89

MAJOR DUTIES: The purpose of this position is to provide computer support and services to the organization.  Serves as a Computer Assistant in support of Installation Services Center requirements.

--  As a customer service representative, provides guidance and assistance and performs technical support assignments to independently resolve difficult hardware and software problems.  Identifies user requests or problems and determines the best possible solution by taking actions such as manipulating files, modifying applications programs, developing or modifying system command language control files, or resolving hardware problems.  Demonstrates proper processes and procedures to users.  Prepares operating procedures and recommends automated methods for better use of resources as needed.  Implements change and analyze the results for any additional actions.  Creates or modifies programs to meet user needs.  Coordinates or participates in development of training and conducts training for serviced personnel to ensure automated systems are used fully.  Keeps current on information in the field and changes in applications, hardware, software, and related technology.  (40%)

-- Supports IT specialist by performing coding, testing, limited programming, and related support such as maintaining documentation and program databases.  Receives and implements requests to write or modify small program modules which are part of a larger system of interrelated programs that have previously been designed and implemented.  Draws basic program diagrams and flow charts, applies high-level language, gathers test data, initiates testing, debugs programs, prepares documentation, and submits user request with recommended finished module to specialists.  Performs requested program modifications, providing for variations in recurring runs and special reports and assures accurate and timely processing.  Response to division requests and advises on issues related to defining information requirements, desired formats, and the amount and kind of data combinations and arithmetic manipulation required. (40%)

-- Supports the IT specialist by performing coding, testing, limited programming, and related support such as maintaining documentation and program databases.   Analyzes software requirements and determines if requests can be satisfied through procurement of available software or if existing software can be modified to satisfy requirements. Determines whether new software is needed or if existing programs can be enhanced to satisfy local requirements and/or operate more efficiently.  Upgrades software as required to support requirements.   Installs and configures software to include password protected and screen devices.   Performs systems software control and library functions.  Develops new/modified procedures for the operation of the software library and configuration management procedure.  Develops computer procedures and tests for possible operation and implementation. Maintains, interprets, and writes portions of operating and user manuals and instructions. (20%)

-- Performs other duties as assigned.  
 
Other Work Requirements:
Must be able to work weekends on an as needed basis. 

Factor 1: Knowledge - Level 1-5 (750 Points)
-- Knowledge of fundamental information processing methods, practices, and techniques to accomplish limited specialized projects and assignments involving development, test, implementation, and modification of computer programs, and operating procedures.

-- Knowledge of data content and output options of a variety of program applications that are processed on any of several multi-program systems.

--Understanding of the capabilities and limitations of general use graphic software products and operating system software to resolve problems and assist in the day-to-day operations of information processing functions, and vector and vaster graphic functions.

-- Knowledge of specialized commercial graphic applications software and data processing documentation procedures to support users and produce user documents for a variety of applications programs.

-- Knowledge of communications aspects of the system to include modem use, communication software, and electronic mail procedures to advise and instruct users.

-- Knowledge of standardized testing procedures for computer software.

-- Knowledge of the capabilities and limitations of hardware components, equipment configuration to resolve problems and assist in the day-to-day operations of the information processing and graphic functions.

-- Knowledge of procedures for attaching or installing microcomputer hardware such as printers, monitors, keyboards, external floppy disk drives, video boards, facsimile (FAX) cards, internal tape backup units, removable hard drives, external storage devices, graphic cards and scanners.

-- Knowledge of testing procedures for microcomputer hardware. Knowledge and skill to diagnose, solve, and correct equipment operation problems and perform routine operator maintenance on equipment.

-- Knowledge of the fundamentals of programming logic and techniques sufficient to recognize, design, and implement required program modification without impacting the system or processing effectiveness and to program assigned modules for a variety of requirements.

-- Knowledge of standard documentation formats to describe in writing the objective and operating logic for programs developed or modified.

-- Knowledge of operating procedures, methods, and problems sufficient to understand and act on their effect on documentation requirements. The ability to discern similar but differing documentation requirements in order to maintain several operating, procedural, and data definition manuals.

-- Knowledge of subject matter information requirements to coordinate with users to acquire information for use in module and modification programming.

Factor 2: Supervisory Controls - Level 2-3 (275 Points)
The supervisor provides direction on objectives and priorities for new work, deadlines and deadline changes for new and established work. The employee identifies the work to be done, plans and carries out the steps required and submits completed work to users without supervisory review. The employee commonly adapts or develops new work procedures and instructions for application by self and others. The employee seeks supervisory assistance and discusses problems related to the work when processing requests appear to exceed system capacity or could have adverse effects on other processing requirements. Completed work is reviewed for conformity to deadlines and accepted practices. Work methods are not normally reviewed unless a recurring, common pattern of problems develops.

Factor 3: Guidelines - Level 3-2 (125 Points)
Guidelines are available in the form of manuals, regulations, operating instructions, and maintenance contracts. Selection of an appropriate guide is usually clear; judgement is required depending on the phase of work and the kind of product being requested. Deviations from guidelines, which have not been established by experience and precedent actions, are referred to the supervisor or higher graded employee.

Factor 4: Complexity - Level 4-3 (150 Points)
The employee performs a variety of tasks involving discrete methods and procedures, or a variety of related tasks requiring a sequence of actions involving different methods and procedures. Deciding what action to take results from studying each job order, assignment or processing problem situations. The employee identifies the sequence of standard and variable procedures and methods needed to prepare and process the request, or resolve error conditions.

Factor 5: Scope and Effect - Level 5-3 (150 Points)
The employee solves problems and answers technical questions about control, scheduling and/or direct support functions. Problems and error conditions are conventional to information processing although solutions are not always covered by established or standardized procedures. Results of the work affect the efficiency of processing services, adequacy of products used in subsequent activities and processing procedures and methods.

Factors 6 and 7: Personal Contacts and Purpose of Contacts - Level 2b (75 Points)
Contacts are with specialists, employees of other agencies, or non-government organizations; contact with contractor representatives such as vendor repair technicians or customer engineers. The contacts are structured and routine. The role of each participant is readily determined.


The purpose of the contacts is to plan or coordinate changes in scheduling requirements or priorities due to data or equipment related problems; to participate with users in planning and coordinating new or modified requirements when the work fits generally within system options, schedules, etc., or to plan user participation, methodology and deadlines for new projects.

Factor 8: Physical Demands - Level 8-2 (20 Points)
The work involves extended periods of standing, walking, stretching, bending, stooping, or carrying of loads of paper or objects weighing as much as 45-pounds.

Factor 9: Work Environment - Level 9-1 (5 Points)
The work involves the common risks or discomforts, requiring normal safety precautions typically followed in works areas such as offices, meeting rooms, and libraries. The area is adequately lighted, heated, and ventilated.

Total: 1550 Points
GS-07  (1355-1600 points)


