POSITION:  Court Reporter, GS-301-09 (0301-09)








0  1  2  3  4	1.	Sets up recording equipment and necessary paperwork, supplies


		and equipment and ensures proper functioning of recording 


		equipment in court room or other location.


0  1  2  3  4	2.	Monitors recording of all that is said during court-martial or board 


		proceedings, ensuring all testimony and discussion is captured on 


		tape.


0  1  2  3  4	3.	Makes detailed notes of proceedings to record nonverbal activities 


		by all parties. 


0  1  2  3  4	4.	Marks and collects exhibits as necessary.


0  1  2  3  4	5.	Prepares verbatim transcripts of proceedings using word 


		processing software within prescribed time limits.


0  1  2  3  4	6.	Assembles records of trials and other proceedings in appropriate 


		number of copies under established guidelines.


0  1  2  3  4	7.	Prepares summarized records of trial or other proceedings,


		capturing all significant information and actions.


0  1  2  3  4	8.	Manages case load and assigns cases to military court reporters.


0  1  2  3  4	9.	Provides assistance and instructions to junior court reporters.


0  1  2  3  4	10.	Prepares post-trial documents such as promulgating orders and 


		DD Form 457.


0  1  2  3  4	11.	Ensures service of documents.














