POSITION:	Clerk, GS-0303-04   (0303-04)





0  1  2  3  4	1.	Skilled in operating a personal computer.


0  1  2  3  4	2.	Knowledgeable in the use of Microsoft Word.


0  1  2  3  4	3.	Prepare correspondence and reports in draft and final format.


0  1  2  3  4	4.	Create and/or gather personnel statistic reports.


0  1  2  3  4	5.	Correct grammar and punctuation of a variety correspondence.


0  1  2  3  4	6.	Prepare and track suspense actions.


0  1  2  3  4	7.	Meet and greet visitors, and make referral as necessary.


0  1  2  3  4	8.	Create and maintain office files.


0  1  2  3  4	9.	Coordinate verbally with higher echelons.


0  1  2  3  4	10.	Receive and screen incoming calls.


0  1  2  3  4	11.	Sort and distribute incoming correspondence.


0  1  2  3  4	12.	Familiar with the Modern Army Recordkeeping System (MARKS). 


0  1  2  3  4	13.	Requisition a variety of blank forms and regulations.


0  1  2  3  4	14.	Familiar with regulations governing NCOERs and awards.




















