STUDENT SERVICES COORDINATOR (OA) GS-303-05			JOB NO. 96150


CGSC





SUPPLEMENTAL QUALIFICATIONS STATEMENT (SQS)





TASKS:


0  1  2  3  4       1.  	Operate an electronic typewriter, word processing system, 			personal computer, and related equipment.





0  1  2  3  4       2.  	Track suspense actions for incoming/outgoing correspondence 			and reports.





0  1  2  3  4       3.  	Records budget transactions on automated spreadsheets.





0  1  2  3  4       4.  	Reviews fund cite letters  or Military Interdepartmental Purchase 			requests for accuracy and completeness.





0  1  2  3  4       5.  	Access the Army Training Requirements and Resources 				Systems.





0  1  2  3  4       6.  	Manages the accomplishment of  administrative functions 				involved in student registration to include  such items as p				preparation of detailed registration forms, welcome packets, 			reporting/departure instructions, funding documents, etc.





0  1  2  3  4       7.  	Coordinates billeting  arrangements with the hotels.





0  1  2  3  4       8.  	Composes and prepares correspondence in support of training 			programs.





0  1  2  3  4       9.  	Monitors student travel funds and assists with resolution of 			differences.





0  1  2  3  4      10. 	Establishes and and maintains office files in accordance with 			Dept of Army regulations.





NOTE (1): A qualified typist is required.


NOTE (2): Incumbent must possess a drivers license.





