


POSITION:   Personnel Actions Clerk, GS-0203-05  (0203-05)








0  1  2  3  4 	1. 	Conduct inquiries of data systems or with individuals to obtain and 


		clarify facts.


0  1  2  3  4	2.	Process requests for personnel actions.


0  1  2  3  4	3.	Maintain office files.


0  1  2  3  4	4.	Utilize the Defense Civilian Personnel Data System (DCPDS) to 


		enter or access personnel data.


0  1  2  3  4	5.	Prepare and input DESIRES into DCPDS in order to retrieve data.  


0  1  2  3  4	6.	Operate personal computers, word processors and associated 


		equipment to input and retrieve information, and type a variety of 


		documents in final form.


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


0  1  2  3  4	8.	Work well with others and promote team harmony.


0  1  2  3  4	9.	Provide quality customer service.


0  1  2  3  4	10.	Work under pressure to meet deadlines and suspenses.


0  1  2  3  4	11.	Apply standardized personnel rules, procedures and requirements.


0  1  2  3  4	12.	Write narrative documents.

















