POSITION:	Office Automation Clerk, GS-0326-04  (0326-04A)





0  1  2  3  4	1.	Prepare correspondence and reports.


0  1  2  3  4	2.	Receive and screen telephone calls, meet and greet visitors, and 


		make referrals as necessary. 


0  1  2  3  4	3.	Operate an electric typewriter, word processing system or personal 


		computer.


0  1  2  3  4	4.	Track suspense actions.


0  1  2  3  4	5.	Maintain office files.


0  1  2  3  4	6.	Use word processing software packages for correspondence, 


		reports, and charts.


0  1  2  3  4	7.	Use correct grammar, punctuation, and format rules.














