POSITION:	OFFICE AUTOMATION ASSISTANT, GS-326-07





0  1  2  3  4	1.	Applies desktop publishing capabilities to enhance	


		impact and effectiveness of presentation data, briefings, etc.


0  1  2  3  4	2.	Integrate and lay out text and graphics.


0  1  2  3  4	3.	Adjust size of charts, graphs and pictures which entail the


		use of multiple styles and sizes of type.


0  1  2  3  4	4.	Organize rows and columns, add, delete or modify 


		numerical records manipulate or calculate data to meet


		multiple report formats, i.e., sound working knowledge of the


		capabilities of spreadsheet software.


0  1  2  3  4	5.	Produce text documents.


0  1  2  3  4	6.	Place data into graphic form.


0  1  2  3  4	7.	Integrate output from different software packages into word 


		processing documents.


0  1  2  3  4	8.	Select appropriate software packages for taking a specific 


		course of action.


0  1  2  3  4	9.	Develop methods and procedures for office automation 


		tasks.


0  1  2  3  4	10.	Organize electronic storage of information in general


		categories or files, which allow users to retrieve, rearrange,


		search and display specific items of information, i.e., sound


		working knowledge of the capabilities of database software.


0  1  2  3  4	11.	Maintain records of software accountability.


0  1  2  3  4	12.	Evaluate and recommend hardware and software.


0  1  2  3  4	13.	Create and evaluate plans for updating and configuring


		equipment.


0  1  2  3  4	14.	Provide basic programming capabilities to enhance software 


		effectiveness.








