


POSITION:  PERSONNEL ASSISTANT (OFFICE AUTOMATION), GS-203-7 OR GS-5 OR GS-6 (TRAINEE GS-7) 








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


		enter or access personnel data.


0  1  2  3  4	2.	Provide advice and assistance to others concerning DCPDS.


0  1  2  3  4	3.	Monitor automated processing, e.g. buffer storage management, 


		input/output device, etc.


0  1  2  3  4	4.	Troubleshoot problems to identify system failures.


0  1  2  3  4	5.	Monitor daily file maintenance through review of transaction 


		registers and source documents.


0  1  2  3  4	6.	On system software, devise temporary fixes to problems and refer 


		problems to systems administrator for permanent resolution.


0  1  2  3  4	7.	Assist in building and maintaining automated system local and 


		unique tables.


0  1  2  3  4	8.	Provides assistance and/or prepare complex DESIRES needed to 


		support functional missions, produce statistical reports, or monitor


		program applications.


0  1  2  3  4	9.	Evaluate practices and procedures of various personnel functions 


		and resolve coding and computer operating problems.


0  1  2  3  4	10.	Plan, coordinate, explain, and resolve complicated operating or 


		equipment problems. 








