POSITION:	Office Automation Clerk, GS-0326-04  (0326-04C)





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 medical terminology.


0  1  2  3  4	3.	Familiar with filing techniques.


0  1  2  3  4	4.	Enter, retrieve, edit, and manipulate data from a computer data 


		base.


0  1  2  3  4	5.	Prepare reports in draft and final form.


0  1  2  3  4	6.	Ensure format is correct.


0  1  2  3  4	7.	Prepare correspondence using electric typewriter.


0  1  2  3  4	8.	Maintain office files.


0  1  2  3  4	9.	Receive visitors and telephone calls.


0  1  2  3  4	10.	Furnish information as requested to visitors and callers.


0  1  2  3  4	11.	Route, control, and distribute office mail and other 


		communications.


0  1  2  3  4	12.	Coordinate with various MEDDAC departments to receive and 


		collect documents and information in support of military education, 


		training, security, and data entry and evaluation requirements.


0  1  2  3  4	13.	Track and maintain data on readiness, training and education 


		programs.




















