POSITION:	Secretary (Office Automation), GS-0318-04   (0318-04)





0  1  2  3  4	1.	Skilled in operating a personal computer with a variety of software.


0  1  2  3  4	2.	Familiar with functional filing system.


0  1  2  3  4	3.	Answer questions of a general nature.


0  1  2  3  4	4.	Receive office visitors and telephone calls.


0  1  2  3  4	5.	Schedule appointments and meetings for supervisor.


0  1  2  3  4	6.	Establish and maintain office procedures and files.


0  1  2  3  4	7.	Screen incoming mail for routing and make distribution.


0  1  2  3  4	8.	Request TDY orders, make travel arrangements and billing 


		accommodations, notify organization and officials to be visited, files 


		travel vouchers, and type after action report.


0  1  2  3  4	9.	Collect data and prepare reports.


0  1  2  3  4	10.	Compose and type routine correspondence using a personal 


		computer.


0  1  2  3  4	11.	Use computer to enter and retrieve data.


0  1  2  3  4	12.	Requisition office supplies through appropriate channels.


0  1  2  3  4	13.	Maintain time-sheets.




















