POSITION:	Community Life Program Assistant, GS-0303-05   (0303-05)





0  1  2  3  4	1.	Serve as Community Life Program Assistant.


0  1  2  3  4	2.	Provide logistical assistance in the conduct of monthly post-wide 


		leadership meetings.


0  1  2  3  4	3.	Assist in the preparation of agendas, read-ahead  packets, and 


		meeting set up.


0  1  2  3  4	4.	Direct operation of a Welcome Packet service.


0  1  2  3  4	5.	Coordinate with staff and/or volunteers for the planning of meetings 


		and activities.


0  1  2  3  4	6.	Familiar with the Fort Hood Village Mayoral Program.


0  1  2  3  4	7.	Maintained a military filing system.


0  1  2  3  4	8.	Collect, maintain, and analyze data for reports.


0  1  2  3  4	9.	Train new employees/coworkers/volunteers.


0  1  2  3  4	10.	Prepare reports.


0  1  2  3  4	11.	Use various software packages.


0  1  2  3  4	12.	Use Word Perfect.


0  1  2  3  4	13.	Use Harvard Graphics and/or a graphics program.


0  1  2  3  4	14.	Prepare military correspondence.


0  1  2  3  4	15.	Prepare and/or deliver formal training or briefings.


0  1  2  3  4	16.	Serve as information and referral point of contact to military and 


		civilian resource agencies.


0  1  2  3  4	17.	Develop publicity and marketing campaigns.


0  1  2  3  4	18.	Document volunteer hour reports.


0  1  2  3  4	19.	Prepare awards for military, staff, and volunteers.


0  1  2  3  4	20.	Assist in post-wide ceremonies and presentations.




















