Office Automation Clerk

 GS-0326-04

I. INTRODUCTION

The primary purpose of this position is to use varied and advanced functions of word processing software to produce a wide range of documents and to perform miscellaneous clerical support.

II. MAJOR DUTIES AND RESPONSIBILITIES

Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents. Prepares a wide variety of recurring correspondence, internal reports, and other documents from information obtained from the staff, files, and other sources and reviews and finalizes documents prepared by others. Reviews and processes incoming and outgoing correspondence, materials, publications, regulations, and directives. Receives and directs telephone calls or visitors. Establishes, updates, and maintains office records of various types that may be needed or will assist in the efficient operation of the office.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-3 350 points

-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a varied and advanced functions such as: generating tables of contents; importing graphs or databases; creating glossaries; aligning multiple columns; automatically printing document identification or other notations at the top or bottom of each page; and creating form letters and automatically merging these with mailing lists.

-- Knowledge of standard office equipment, such as electric/electronic typewriters, copiers, fax machines, and office automation systems to perform a substantial range of office automation support.  A fully qualified typist is required.

-- Knowledge of grammar, spelling, capitalization, punctuation, and commonly used specialized terminology to prepare material correctly.

-- Knowledge of a body of rules, procedures, or operations applicable to clerical assignments, such as preparing various routine correspondence/reports, maintaining files/records, and reviewing and processing mail.

Factor 2 - Supervisory Controls 





FL 2-2 125 points

The supervisor provides general instructions for standard, pre-established, or continuing office automation tasks; e.g., priorities, deadlines, or quantity.  When the work is unusual or difficult, more specific instructions are provided regarding desired format, electronic storage requirements, maintenance requirements, and hardware/software selection, etc.  Employee works independently in carrying out familiar assignments in accordance with previous instructions, standard procedures for creating documents or entering or retrieving data and established use of software packages.  The employee seeks further guidance when new or unusual assignments call for deviations from established procedures or otherwise require special attention.  Completed work is usually checked for compliance with office procedures or instructions, technical accuracy, and appearance.  When the work is unusual, it is also checked for adherence to special instructions provided.

Factor 3 - Guidelines 






FL 3-2 125 points

Guidelines include both detailed step-by-step instructions for specific office automation tasks and more general procedural guidelines in the form of manufacturer’s manuals and tutorials for users, agency correspondence procedures, style manuals, technical dictionaries, etc.  Employee uses judgment in locating and selecting the most appropriate guidelines, references, and procedures for application and in making minor deviations to adapt the guidelines to specific cases.  Employee determines which of several established alternatives to use.  Situations to which the existing guidelines cannot be applied or significant proposed deviations from the guidelines are referred to the supervisor.

Factor 4 - Complexity 






FL 4-2 75 points

The documents, formats, and specific processing functions involved require a varying number and sequence of steps and use of different functions from one assignment to another.  Uses varied and advanced functions of word processing software to generate tables of contents, import graphs or databases, create glossaries, and align multiple columns.  Employee recognizes differences in existing procedures and applications and makes choices from among established alternatives; e.g., the specific format for different types of documents or for different sections within the same document, or the best printer type.  Processing steps and procedures required to complete assignments are varied and numerous.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Employee is expected to recognize discrepancies and correct or question originators in such matters as improper formatting, errors in spelling, grammar, or punctuation; missing information; or discrepancies between the nature of the material and the processing instructions cited.

Factor 5 - Scope and Effect 





FL 5-2 75 points

The purpose of the work is to collect, select, organize, and provide information in oral or written form in accordance with established rules, regulations, procedures, and office automation practices.  The work affects the way in which other employees document, store, receive, or transmit information, and increases the availability and usefulness of the information involved.

Factor 6 - Personal Contacts




 Level/Points (see Factor 7 below)

Personal contacts are with employees within the immediate organization, office, project, or work unit, and in related or support units.

Factor 7 - Purpose of Contacts 





Level 6/7-1a 30 Points

Purpose of contacts is to obtain, clarify, or give facts or information directly related to the work; for example, information such as methods to be used to complete assignment.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 790

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

