POSITION:	Computer Assistant, GS-0335-06  (0335-06)





0  1  2  3  4	1.	Provide technical computer related assistance, troubleshooting and 		support to staff, departmental functional area information 				management specialist, and users by guiding them through the 			steps necessary to identify and resolve problems with advanced 			data processing equipment hardware, software and peripherals.


0  1  2  3  4	2.	Performs non-technical work such as coordinating with appropriate 			system managers, support staff and vendor personnel.


0  1  2  3  4	3.	Determine cause of connectivity related issues and take steps to 			correct problems using network transport protocols such as 				TCP/IP, Netbeui, IPX, DECnet, and LAT.


0  1  2  3  4	4.	Coordinate with system and network managers, original equipment 		manufacturers, other technical support resources, and other 			government and contractor agencies to resolve problems.


0  1  2  3  4	5.	Support and assist in the installation and operation of 					microcomputer based applications software to include work 				processing programs, spreadsheets, database management 			systems, graphics software, electronic mail, and computer software 		and hardware maintenance utilities.


0  1  2  3  4	6.	Supervise an automated service call tracking system and ensure 			accuracy and timeliness of information.


0  1  2  3  4	7.	Instruct and advise staff in optimizing the effectiveness of ADPE 			and software, and resolving problems stemming from the 				relationships and interplay between computer and network systems 		and equipment.


0  1  2  3  4	8.	Install microcomputers, terminals, peripherals, and software.


0  1  2  3  4	9.	Instruct staff in performance of computer maintenance, effective 			use of computer equipment, configuration of microcomputers such 			as, assembly of hardware, modifications of operating systems and 			equipment.


0  1  2  3  4	10.	Perform supervisory functions to include determining work 				requirements and setting priorities, selecting employees, setting 			performance standards, approving/disapproving leave, supporting 			equal employment opportunity and affirmative action programs, 			etc.


0  1  2  3  4	11.	Ensure adherence to operations standards.


0  1  2  3  4	12.	Establish, maintain and enforce security procedures.


0  1  2  3  4	13.	Assist in rectifying problems associated with and/or caused by 			computer viruses.


0  1  2  3  4	14.	Provide support to system managers of automated support 				systems, such as keeping them informed of all pertinent 				information concerning the systems they manage, and taking 			prompt action when feasible in the absence of a System Manager.




















