POSITION:	Military Personnel Clerk, GS-204-5





0  1  2  3  4	1.	Establishes and maintains military personnel records, forms, and 


		files needed to process military personnel actions. 


0  1  2  3  4	2.	Interpret regulations, rules, guidelines, and other procedural 


		instruction pertaining to military personnel actions.


0  1  2  3  4	3.	Interprets Army Regulations, analyzes cases, ensures 


		requirements are met, and determines the propriety.


0  1  2  3  4	4.	Computes length of service, separation pay or leave balances.


0  1  2  3  4	5.	Prepares and issues orders.


0  1  2  3  4	6.	Brief service members on benefits and entitlements.


0  1  2  3  4	7.	Interview service member to obtain required information.


0  1  2  3  4	8.	Prepare documents related to military personnel actions.


0  1  2  3  4	9	Operates a personal computer using a variety of software.  


0  1  2  3  4	10.	Coordinates with contacts in problem resolution.  


0  1  2  3  4	11.	Composes and types routine correspondence which requires reference to regulations, related correspondence, precedents, and guides pertinent to the area of military personnel administration.


0  1  2  3  4	12.	Performs a wide variety of tasks pertaining to awards and decorations, preparation of permanent orders or other processing actions for officer or enlisted personnel.
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