POSITION:   PERSONNEL CLERK (OFFICE AUTOMATION), GS-203-4








0  1  2  3  4	1.	Use the Defense Civilian Personnel Data System (DCPDS) to enter or 


		access personnel data.


0  1  2  3  4	2.	Run simple or routine DESIRES to verify accuracy of data coded or to 


		support requests from other staff members.


0  1  2  3  4	 3.	Apply user manual and system unique data codes to accomplish 


		automation work in the system.


0  1  2  3  4	4.	Maintain automation hard copy files and update files as new documents 


		are received.


0  1  2  3  4	5.	Operate personal computers, word processors and associated 


		equipment to input and retrieve information.


0  1  2  3  4	6.	Use reference material to assure proper format, grammar, and spelling of 


		final copies.


0  1  2  3  4	7.	Work under pressure to met deadlines and suspenses.








