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CLERK
GS-0303-02

The incumbent of thi's;posiziomi_s},a ;Saxticipant in the Worker-Trainee program, and as such,
rforms basic clerical functions in support of the clerical and assistance staff in the Branch or

ivision to which assigned; The duties of this position are designed to provide an opportunity

for the incumbent to fearn and improve basic office skills under closc direction of the
supervisor and/or mertor. The incumbent i expected to demonstrate willingness and ability to
develop skills while assisting the functions of the office. -

DUTIES

Performs, routine, or repetitive tasks which require general knowledge of terminology and
functions of office work, such as: Answering the telephone for office staff and transferring
calls or taking accurate messages; Upon receipt of instructions, recording receipt of incoming

.cotrespondence or applications and filing them in clear and discernable files; Performing

duplication function for the office; Utilizing word processing system to print or

documents; Using other computer systems to input data with instructions-for higher level
clerks or specialists; Following specific instructions to address and mail materials; Filing and
retrieving documents; Following written and oral guidelines to prepare documents and
assemble packages; Recciving visitors in the office; and Performing other duties as assigned.
EACTOR 1, Knowledge Required by the Position

Knowledge of the basic rules and regulations of the clerical process.

General knowledgs of the organization and its functions.

Skill in operating basi¢ standard office equipment, such as facsimile machines, word

. processing software, phiotocopiers, ete.

FACTOR 2, §_gpervisog‘ Q.ng;oi .'

The supervisor makes sssignments.and provides close supervision and instruction. Work is
reviewed for completeness, accuracy and adherence to instructions and procedures.
FACTOR 3, Guidelines

Both written and oral guidelines are provided as they relate to routine procedures. Problems

are referred to the supepvisor who provides deisiled instructions. No discretion is xequired to
apply the guidelines. T :
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i FACTOR 4, Complexity

The dutles performed are routine. Incumbent asks for assistance when actions to be taken are
not readily discernible.

CTOR 5, Scope and

The purpose of the work is to support the substantive clerical functions of the office. e
Performance of assigned work contributes to the efficiency of the daily operation of the office.

A R 6, Personal Contac
Contacts are primarily with personnel within the assigned component.

FACTOR 7, Purpose of Contacts
Contacts are for the purpose of exchanging information and receiving instructions.

. EACTOR 8, Physical Demands
The work is sedentary in nature, and there are no unusual physical demands.
FA 9. W ' viropment

The work is performed in a typical office setting.



