POSITION:	OFFICE AUTOMATION CLERK, GS-326-4 (Temporary NTE 1 Year)








0  1  2  3  4	1.	Uses a PC and a variety of software packages to enter, store, 


		change, and extract data to prepare in final form military and 


		nonmilitary correspondence, narrative, and/or tabular reports, 


		travel documents, training requests, staff actions, etc.


0  1  2  3  4	2.	Knowledge of Army Regulation 15-50, Preparing and Managing 


		Correspondence.


0  1  2  3  4	3.	Proofreads outgoing correspondence for procedural correctness, 


		punctuation, grammatical construction, accuracy in spelling and 


		returns to originator any correspondence requiring corrections.


0  1  2  3  4	4.	Establishes and maintains files, revises and disposes of files in 


		accordance with governing regulatory procedures, and maintains 


		ready reference files.


0  1  2  3  4	5.	Gathers information from staff members, files, and other sources 


		and compiles for use by requesters.


0  1  2  3  4	6.	Assembles information, prepares, and submits office reports. 


0  1  2  3  4	7.	Receives and reviews incoming mail, determines which items 


		should be brought to the attention of the supervisor or other 


		appropriate staff members for action.


0  1  2  3  4	8.	Reviews outgoing mail for enclosures, dates, signature, complete 


		addresses, destinations, etc.


0  1  2  3  4	9.	Maintains suspense records on all correspondence and action 


		documents, and follows up to ensure a timely reply or action.


0  1  2  3  4	10.	Provides guidance and assistance on applicable office procedures 


		and instructions to personnel within the office as required.


0  1  2  3  4	11.	Attends meetings and takes notes of proceedings and prepares 


		notes in final form, determining suitable format, etc.


0  1  2  3  4	12.	Answers telephone, screens callers, and refers to appropriate 


		person.


0  1  2  3  4	13.	Transcribes patient notes.


0  1  2  3  4	14.	Exercises tact, diplomacy, and consideration in dealings with 


		coworkers, patients, and other customers.





