POSITION:	Lead Education Technician (OA), GS-1702-05  (1702-05A)





0  1  2  3  4	1.	Elicit information from customers.


0  1  2  3  4	2.	Answer customer questions regarding education programs.


0  1  2  3  4	3.	Familiar with Army, FORSCOM, Fort Hood, and ACES guidelines 


		as they pertain to education.


0  1  2  3  4	4.	Schedule customers for testing.


0  1  2  3  4	5.	Control work flow for counselors.


0  1  2  3  4	6.	 Determine which staff member can best answer customer 


		questions.


0  1  2  3  4	7.	Maintain educational record system to include DA Form 669.


0  1  2  3  4	8.	Develop procedures for handling and maintaining operational 


		records to include Basic Skill Program and Tuition Assistance.


0  1  2  3  4	9.	Check buildings for pilferage and/or damage.


0  1  2  3  4	10.	Determine necessary building maintenance.


0  1  2  3  4	11.	Submit work orders for necessary building maintenance.


0  1  2  3  4	12.	Maintain log book of work orders.


0  1  2  3  4	13.	Schedule use of buildings/facilities.


0  1  2  3  4	14.	Use automated time and attendance reporting system.


0  1  2  3  4	15.	Maintain sign-in roster.


0  1  2  3  4	16.	Prepare operational reports as requested.


0  1  2  3  4	17.	Maintain work supplies to include ordering and storing.


0  1  2  3  4	18.	Type a variety of forms, reports, memorandums and letters using 


		correct Army procedures.


0  1  2  3  4	19.	Use computers and/or word processors.


0  1  2  3  4	20.	Distribute Education Center mail. 


0  1  2  3  4	21.	Lead lower graded employees.


0  1  2  3  4	22.	Provide advice and assistance to lower graded employees.

















