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Office Automation Clerk, GS-326-2 R3-28

Introduction

Serves as an Office Automation Clerk at a U.S. Fish and Wildlife Service
office where the incumbent performs a variety of clerical and typing duties.
Typical though not all inclusive duties include:

Major Duties:

Prepares correspondence, memoranda, reports, etc., using word
processing software and printing in the preparation of
correspondence, memoranda, reports, etc. Prepares material correctly
from provided drafts.

Types tabular material when proper spacing, heading, and arrangement
is provided.

Takes and records telephone messages for supervisor.
Files and withdraws materials from files.

Records information to office records.

Serves as cffice receptionist.

Receives and distributes incoming and dispatches outgoing mail.

Factors:
1. Knowledge Required by the Position:

-- Skill in operating an electronic typewriter, word processor, or
microcomputer using a standard typewriter style keyboard with
additional function keys, to produce work accurately and efficiently.
Also requires skill in operating related equipment, such as printers
and modems, as required. Qualified typist required.

-- Knowledge of grammar, spelling, capitalization and punctuation to
type a variety of material accurately in final form.

-- Knowledge of forms, formats, clerical procedures, and office routines
used to perform duties.

-- Knowledge of the office filing system to file material and locate
material in the file.

-- Knowledge of the operation of the office telephone system to receive
calls and serve as office receptionist.

2. Supervisory Controls:

Detailed instructions are provided on matters such as procedures,
format, and arrangement. The employee performs work as directed and
refers all unusual matters to supervisor. Work is usually reviewed in
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draft for accuracy and conformance to instructions. Final copy is
reviewed for adherence to draft and checked for proper clearances,
signatures, etc.

3. Guidelines:

Specific, detailed guidelines are available and directly applicable to
each task. These include dictionaries, style manuals, office policies,
etc. There ig little requirement for choice between guidelines. The
employee refers all deviations from guidelines to the supervisor.

4. Complexity:

Incumbent performs a small variety of repetitive clerical tasks and
types correspondence, reports, memoranda, etc., verbatim from draft
provided. There is little choice in deciding what needs to be done.
Actions required are generally straightforward and easily mastered.

5. Scope and Effect:

The purpose of the work is to perform specific, routine clerical and
typing work that contributes to the effectiveness, efficiency and
orderliness of the office.

6. Personal Contacts:

Personal contacts are with other employees in the office and telephone
callers.

7. pPurpose of Contacts:

Contacts are for such purposes as receiving work assignments, getting
instructions, receiving or giving information, reporting progress or
problems, correcting typed material, delivering completed work, etc.

8. Physical Demands:

The work is sedentary. There is some standing, walking, bending and
carrying light items such as papers or books.

9. Work Environment:

The work is performed in an office setting. The work area has adequate
light, heat and ventilation.

A condition of employment is the wearing of the official U.S. Fish and
Wildlife Service uniform in a manner prescribed in 3 AM 3 of the
Administrative Manual. Incumbent is required to obtain and wear uniform
components within Class and




