POSITION:	Military Personnel Clerk, GS-204-6





0  1  2  3  4	1.	Reviews military personnel records.  


0  1  2  3  4	2.	Audits all involuntary separation actions.


0  1  2  3  4	3.	Interprets Army Regulations, analyzes cases, ensures 	      	    	         requirements are met, and determines the propriety.


0  1  2  3  4	4.	Prepares correspondence to include staffing actions.  Written 	     	         communications skills required


0  1  2  3  4	5.	Maintains office files, familiar with MARKS. 


0  1  2  3  4	6. 	Provides quality customer service.


0  1  2  3  4	7.	Communicates effectively orally with a diverse population.  


0  1  2  3  4	8.	Operates a personal computer using varied and advanced       	   	         functions of different software.  


0  1  2  3  4	9 .	Coordinates with contacts in problem resolution.  


0  1  2  3  4	10.	Organized.  


0  1  2  3  4	11.	Shows initiative, a self-starter.


0  1  2  3  4	12.	Team worker, gets along well with others. 


0  1  2  3  4      13.    Independently performs assigned duties, can prioritize, and meet 	   	          suspenses.


0  1  2  3  4      14.    Screens candidates, selects potential board members, and 	  	 	         appoints board members.


0  1  2  3  4	15.    Briefs Investigating Officers on duties/responsibilities.


0  1  2  3  4	16.    Composes a variety of material for signature of superiors, high 	 	         level staff officers, and the Commanding General.


0  1  2  3  4	17.    Drafts Administrative Policies, Fort Riley Regulations, and 	 	 	         supplements.


0  1  2  3  4	18.    Exercises judgment, tact, and discretion especially when dealing 	 	         with adverse/derogatory information.
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