POSITION:   Management Assistant (OA), GS-344-05  (0344-05)





0  1  2  3  4	1.	Logs personnel actions into an automated system


0  1  2  3  4	2.	Reconciles personnel actions in accordance with the Table of 


		Distribution and Allowances (TDA)


0  1  2  3  4	3.	Records fund cite on personnel actions


0  1  2  3  4	4.	Reviews personnel actions for correctness in accordance with 


		established policies and procedures


0  1  2  3  4	5.	Reviews TDA paragraph and line numbers, AMS and APC codes 


		to match with activity, civilian personnel and finance records.


0  1  2  3  4	6.	Searches and retrieve data from the automated system.


0  1  2  3  4	7.	Prepares statistical manpower reports.


0  1  2  3  4	8.	Updates TDA automated data bases.


0  1  2  3  4	9.	Reviews TDA documents to balance with manpower voucher.


0  1  2  3  4	10.	Reproduces and distributed TDA documents to staff.


0  1  2  3  4	11.	Records workload by work  center code into automated system.


0  1  2  3  4	12.	Compiles manpower data for use by management and other 


		personnel.


0  1  2  3  4	13.	Prepares charts and graphic slides.


0  1  2  3  4	14.	Consolidates manpower information submitted by managers for 


		reporting purposes.


0  1  2  3  4	15.	Drafts reports and correspondence to assist in resolving 


		manpower problems or to provide status on various actions.


0  1  2  3  4	16.	Responds to routine queries for information on manpower and TDA 


		actions.


0  1  2  3  4	17.	Maintains military and civilian strength reports.


0  1  2  3  4	18.	Maintains the office filing system.


0  1  2  3  4	19.	Searches and retrieves information from the office filing system.


0  1  2  3  4	20.	Gathers information from interviews with personnel during on-site 


		manpower studies.


0  1  2  3  4	21.	Types office correspondence, reports, charts, graphs.














