POSITION:	Military Personnel Clerk (OA), GS-204-4





0  1  2  3  4	1.	Interviews applicants utilizing computer-generated 				questionnaires.


0  1  2  3  4	2.	Reviews applicant’s records and other available data to 			process applicant.		


0  1  2  3  4	3.	Assembles appropriate application documents for 				completeness.


0  1  2  3  4	4.	Prepares a variety of orders to meet individual applicant’s 			situation.


0  1  2  3  4	5.	Conducts aptitude examinations as required.


0  1  2  3  4	6. 	Briefs applicants as required, answering questions and 			clarifying situations when necessary.


0  1  2  3  4	7.	Operates a personal computer to record, extract and report 			data.


0  1  2  3  4	8.	Operates manual or electric typewriter and personal 				computer to accomplish work assignments.


0  1  2  3  4	9 .	Utilizes reference material in order to obtain information or 			explain policies to applicants.


0  1  2  3  4	10.	Performs administrative duties in an office setting, i.e., 			answer telephone, direct visitors to appropriate personnel, 			file office correspondence, distribute mail, etc.
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