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





0  1  2  3  4	1.	Skilled in operating a personal computer with a variety of software.


0  1  2  3  4	2.	Skilled in operating voice recording equipment in order to 


		transcribe an type a variety of medical material.


0  1  2  3  4	3.	Familiar with medical terminology.


0  1  2  3  4	4.	Possess a limited knowledge of anatomy, particularly bodily 


		functions.


0  1  2  3  4	5.	Check cytology, pathology and laboratory reports for appropriate 


		identification and clinic information, and break down copies for 


		distribution.


0  1  2  3  4	6.	Files lab copies of reports.


0  1  2  3  4	7.	Reproduce a variety of medical material upon request.


0  1  2  3  4	8.	Receive patients reporting to laboratory.


0  1  2  3  4	9.	Review lab slips for accuracy and completeness of information.


0  1  2  3  4	10.	Based on type of test, instructs patient in providing specimen.


0  1  2  3  4	11.	Receives visitors to lab.


0  1  2  3  4	12.	Schedules appointments for commercial vendors with appropriate 


		personnel.


0  1  2  3  4	13.	Schedule specialized tests to be done in lab and gives patients 


		fasting information and other prerequisite information concerning 


		intake prior to test.


0  1  2  3  4	14.	Monitor test time and observe patients.


0  1  2  3  4	15.	Ensure only authorized personnel pick up and deliver completed 


		lab reports.


0  1  2  3  4	16.	Provide completed lab results from lab slip and normal readings on 


		common tests.


0  1  2  3  4	17.	Provide patients information, instructions, and directions.














