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0  1  2  3  4	1.	Utilize an automated word processing computer program and 


		working from Spanish/Portuguese language drafts, inputs material 


		such as manuscripts of original or digested articles, military notes, 


		book reviews and news items.


0  1  2  3  4	2.	Conducts editorial review of material to ensure established norms 


		and standards of basic Spanish grammar, spelling, syntax, 


		punctuation, capitalization, and syllabification are observed; makes 


		corrections as required.


0  1  2  3  4	3.	Proofreads material to detect and correct any typographical errors 


		and to ensure proper format and completeness.


0  1  2  3  4	4.	Lays up translated material into galley format; assists layout editor 


		in layout and design of the magazine.


0  1  2  3  4	5.	Assists layout editor in preparing camera-ready and/or press-ready 


		film copy as required using current automated desktop publishing 


		hardware/software.


0  1  2  3  4	6.	Coordinates with the contract printer to establish and maintain 


		delivery dates of proofs and magazines.


0  1  2  3  4	7.	Serves as automation control/security officer.


0  1  2  3  4	8.	Serves as section secretary/receptionist; prepares/manages 


		correspondence in English, Spanish, and Portuguese.


0  1  2  3  4	9.	Serves as section administrative officer.


0  1  2  3  4	10.	Maintains reference library of books, magazines, and other 


		publications and data bases.


0  1  2  3  4	11.	Maintains distribution/subscription data bases.


0  1  2  3  4	12.	Maintains office files such as correspondence in English, Spanish, 


		and Portuguese.


0  1  2  3  4	13.	Manages internal routing and suspenses.


0  1  2  3  4	14.	Prepares materials for editorial boards.


0  1  2  3  4	15.	Maintains positive personal relations with section, directorate, 


		college, and foreign liaison personnel.





