POSITION:	Military Personnel Clerk (OA), GS-204-5



0  1  2  3  4	1.	Analyzes and reviews recommendations for awards such as

		meritorious achievement or service, Distinguished Service

		Medal, Legion of Merit, Army Commendation Medal, and

		other decorations and awards.

0  1  2  3  4	2.	Determines if there is sufficient documentation to warrant

		recommendation in accordance with current regulation.

0  1  2  3  4	3.	Coordinates recommendations with other installation and 

		Major Subordinate Command (MSC) staff, ensuring

		recommendation has been submitted through proper

		channels.

0  1  2  3  4	4.	Maintains suspense files.

0  1  2  3  4	5.	Prepares all administrative action prior to submitting

		recommendation to board.

0  1  2  3  4	6. 	Writes, edits or rewrites citations and types final certificates.

0  1  2  3  4	7.	Prepares correspondence forwarding awards to other 

		commands.

0  1  2  3  4	8.	Prepares all award documents in final form for presentation

		at various ceremonies.

0  1  2  3  4	9 .	Coordinates date, time and place of rehearsals and 

		ceremony with each participant of various ceremonies.

0  1  2  3  4	10.	Formulates budget submission.

0  1  2  3  4	11.	Procures appropriate medals and certificates through

		appropriate channels.

0  1  2  3  4	12.	Coordinate with major subordinate commands to obtain

		quarterly statistical reports which designate by sex and race

		the level of award received for retirement, service, and

		achievement.  

0  1  2  3  4	13.	Consolidates data for annual reports for Affirmative Action 

		and Department of the Army review. 
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