


POSITION:    SECURITY CLERK (OA), GS-086-04








0  1  2  3  4	1.	Screens visitors to determine and coordinate verification of security 


		clearances, issue appropriate badge, direct to appropriate area,


		etc.


0  1  2  3  4	2.	Maintains, secures, and accounts for access cards/badges.


0  1  2  3  4	3.	Maintains visitor log.


0  1  2  3  4	4.	Maintains roster of individuals authorized regular access to facility.


0  1  2  3  4	5.	Skill in operating a stand alone computer system sufficient to 


		operate a security software package and knowledge of Microsoft 


 		Office software.


0  1  2  3  4	6.	Read, interpret, and apply a variety of directives and  SOP’s.


0  1  2  3  4	7.	Communicate effectively orally and in writing with others.


0  1  2  3  4	8.	Uses tact and courtesy to deal with the public and coworkers.











