POSITION:	Education Aid (OA), GS-1702-04  (1702-04B)





0  1  2  3  4	1.	Receive and screen telephone calls.


0  1  2  3  4	2.	Receive customers, using sign-in rosters and other data gathering 


		instruments.


0  1  2  3  4	3.	Refer visitors to appropriate staff member.


0  1  2  3  4	4.	Provide a variety of administrative support services.


0  1  2  3  4	5.	Provide a variety of administrative support services in an 


		educational environment.


0  1  2  3  4	6.	Maintain an educational records system.


0  1  2  3  4	7.	Prepare a variety of detailed reports.


0  1  2  3  4	8.	Prepare a variety of educational reports.


0  1  2  3  4	9.	Open and close building(s).


0  1  2  3  4	10.	Check building(s) for damage and/or pilferage.


0  1  2  3  4	11.	Determine needed repairs or maintenance and contact appropriate 


		personnel at the Directorate of Public Works.


0  1  2  3  4	12.	Maintain log book of work order numbers and follows up on needed 


		repairs or maintenance.


0  1  2  3  4	13.	Operate an electric typewriter, word processing system, and 


		personal computer.


0  1  2  3  4	14.	Use a variety of commercial software (i.e. Word Perfect, dBase IV, 


		Lotus, etc.).


0  1  2  3  4	15.	Operate an electronic mail system.


0  1  2  3  4	16.	Operate FAX equipment.


0  1  2  3  4.	17.	Maintain time and attendance records for employees, using an 


		electronic system.


0  1  2  3  4	18.	Receive, sort, reconcile, and distribute Leave and Earnings 


		statements. 


0  1  2  3  4	19.	Sort and distribute mail to appropriate personnel.


0  1  2  3  4	20.	Resolve or attempt to resolve administrative complaints from 


		customers.


0  1  2  3  4	21.	Maintain a variety of forms, brochures, and office supplies for staff 


		members.


0  1  2  3  4	22.	Maintain office files.


0  1  2  3  4	23.	Familiar with educational terminology.


0  1  2  3  4	24.	Type a variety of forms, reports, letters, and memoranda.


0  1  2  3  4	25.	Provide a variety of education program information.


0  1  2  3  4	26.	Maintain calendar and schedule meetings.


0  1  2  3  4	27.	Schedule appointments and maintain daily, weekly, and monthly 


		calendar.


0  1  2  3  4	28.	Use standard narrative terminology and tabular statistical data.


0  1  2  3  4	29.	Use judgment in applying a variety of written guidelines.


0  1  2  3  4	30.	Schedule the use of buildings and other facilities.


0  1  2  3  4	31.	Provide educational information using regulations established 


		policies, and other instructions.


0  1  2  3  4	32.	Provide direction and administrative guidance to summer hire 


		employees or other temporary workers.
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