Clerk

 GS-0303-3

I. INTRODUCTION

The primary purpose of this position is to perform somewhat difficult and responsible clerical work in office, business, or fiscal operations, requiring some training and experience gained from previous work experience and training, a working knowledge of a subject matter area, or the exercise of independent judgment in accordance with well-established procedures.

II. MAJOR DUTIES AND RESPONSIBILITIES

Receives and directs telephone calls or visitors. Processes incoming mail. Maintains files and posts updates to manuals on policies, directives, and memoranda. Prepares and maintains office forms of various types. Performs routine, miscellaneous clerical work.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 





-- Working knowledge of the staff functions of the office to which assigned to maintain files, receive telephone calls and visitors, and process incoming mail.

-- Knowledge of common clerical practices and procedures applicable to the processing of forms and requests used in various office support tasks, such as time and attendance and office supply requisitioning.

-- Ability to follow instructions, comprehend, and apply guides and instructions for assigned tasks, such as filing correspondence, maintaining time and attendance information, and ordering office supplies.

Factor 2 - Supervisory Controls 







The supervisor provides individual assignments by explaining what is to be done and how to accomplish it.  Routine assignments are performed independently, but problems or unfamiliar situations are referred to the supervisor.  Supervisor or higher graded employee is available to answer questions or to provide information.  Supervisor reviews work upon completion for accuracy, completeness, timeliness, and adherence to instructions.

Factor 3 - Guidelines 








A large number of procedural guides, such as manuals and written and oral instructions, apply directly to the work and are always available. Employee applies judgment in locating, selecting, and applying the most appropriate guidelines or methods from among those established.  Employee makes minor deviations to adapt the guidelines in some specific cases.  Situations for which no established guidelines exist are referred to others for resolution.  Many guides are often memorized, but because of their number, the employee often refers to written guides for help.

Factor 4 - Complexity 








Work consists of many different prescribed tasks, steps, or operations.  Deciding what needs to be done requires the employee to choose from among similar procedures.  The work varies primarily in factual way, such as in the sources of information or in the kinds of forms, transactions, or entries.

Factor 5 - Scope and Effect 







The work involves the performance of many different prescribed tasks for the office supported.  The work facilitates the work of others within the immediate office and contributes to the daily efficiency of the office.  It has limited impact outside the immediate organization.

Factor 6 - Personal Contacts 







Personal contacts are with employees within the immediate organization, office, project, or work unit, and in related or support units.  Personal contacts may also involve members of the general public in highly structured situations; e.g., the purpose of the contact and the question of with whom to deal are relatively clear.

Factor 7 - Purpose of Contacts 







Purpose of contacts is to obtain, clarify, or give facts or information directly related to the work.  In some instances, the contacts are to resolve problems in connection with the immediate assignment.

Factor 8 - Physical Demands 







The work is primarily sedentary.

Factor 9 - Work Environment 







The work is normally performed in an office setting.

This position is classified at the GS-3 level based on the grade criteria of the Grade Level Guide for Clerical and Assistance Work, i.e. performs many different tasks in processing different kinds of forms or transactions; work requires good understanding of structure and workflow in the organization served, and routine assignments are performed independently unless problems occur; supervisor gives instructions on new assignments and reviews more difficult work; a large number of procedural guides apply, some of which are memorized.

This position is non-exempt from coverage under the Fair Labor Standards Act.

