POSITION:	TELECOMMUNICATIONS SPECIALIST, GS-391-09  (0391-09)





0  1  2  3  4	1.	Executes a budget with respect to priority of ordering equipment 


		and supplies.


0  1  2  3  4	2.	Provides instructions on established procedures and guidelines on 


		accounting procedures.


0  1  2  3  4	3.	Establishes an annual budget for tele-communications equipment, 


		supplies, and contracts.


0  1  2  3  4	4.	Overseas the procurement of tele-communications equipment and 


		supplies.


0  1  2  3  4.	5.	Supervises other employees.


0  1  2  3  4	6.	Prepares and issues performance standards and objectives to 


		subordinate employees


0  1  2  3  4	7.	Counsels employees on performance.


0  1  2  3  4	8.	Prepares and issues performance ratings to subordinate 


		employees.


0  1  2  3  4	9.	Hears and resolves minor employee complains.


0  1  2  3  4	10.	Provides on-the-job training to subordinate employees.


0  1  2  3  4	11.	Approves short-term leave requests for employees.


0  1  2  3  4	12.	Implements civilian personnel programs (i.e. awards, training, etc.).


0  1  2  3  4	13.	Certifies hours worked by employees.


0  1  2  3  4	14.	Effects minor disciplinary actions such as warnings and 


		reprimands.


0  1  2  3  4	15.	Recommends employees for awards.


0  1  2  3  4	16.	Assigns and reviews work of subordinates.


0  1  2  3  4	17.	Assure production workloads are met and are accurate.


0  1  2  3  4	18.	Schedules employees for training.


0  1  2  3  4	19.	Operates facsimile machines.


0  1  2  3  4	20.	Operates telephone/tele-video systems.


0  1  2  3  4	21.	Operates copying equipment.


0  1  2  3  4	22.	Installs cabling equipment.


0  1  2  3  4	23.	Installs and monitors the performance of fiber optics.


0  1  2  3  4	24.	Operates an automated call distribution system (ACDS).


0  1  2  3  4	25.	Provides training on automated call distribution system (ACDS).


0  1  2  3  4	26.	Conducts studies and analyzes user communication needs and 


		requirements


0  1  2  3  4	27.	Conducts traffic studies, defining high usage centers.


0  1  2  3  4	28.	Allocates telecommunication trunks and switches.


0  1  2  3  4	29.	Troubleshoots users telecommunication problems.


0  1  2  3  4	30.	Administers telecommunications contracts.


0  1  2  3  4	31.	Prepares standard operating procedures.


0  1  2  3  4	32.	Works with modems to include Phase Shift  Keying Modulation, 


		Quadrature Amplitude Modulation, etc.


0  1  2  3  4	33.	Installs and operates voice mail systems.


0  1  2  3  4	34.	Performs contracting officer representative (COR) functions.














