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SECRETARY (OFFICE AUTOMATION)
GS-0318-05

INTRODUCTION:
a. This position is located
the Zrojec: Aanace* for Instr
inulators T of Simul
n S
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MAJOR DUTIES AND RESPONSIBILITIES:
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assempling responses for "rO" Reviews cutgoi
correspondence for correctness cont o_Algx with Army
corrsspondence standards.

d. Tuypes a Var'efy of correspondence (lettes, memorandums,
reports), uo*flng from rough Zrafts or :ranscriber and assuming
responsibility for correct spelling, grammar, punctuation, “ormact
and factual accuracy. Emplovee is authorlzed to return to
origirator any correspondence raquiring correction or
clarification. After signaturs, eleovee distributes documents
to appropriate action/information addressees.

e. Uses word processing software and printing equipment to
Create, copy and edit material. Transcribes various
correspondence and reports from handwritten drafts or verbal
instructions into proper format, with responsibility for correct
spelling, grammar, uapltahzatlon and punctuation. Transmits,
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res/paperwork nandling procedures
pondence files, order supplies,
intain time and attendance records,
nnel action decuments, and prepare

“nowledce of office autcmaticn systems in order to use

several types of solftware Ior office needs. SKill in operating a
revboard to xey data into an automated systems, L0 make
apprcpriate corrections, store, retrieve, insert, delete data.

~ gualified typist is regured.
FACTOR 2 - SUPERVISORY CONTROLS:

Supervisor makes initial assignments and provides general
guidance concerning priority, deadlines and objectives. Employee
is responsible for scheduling and organizing work to meet the
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FACTOR 5 - SCOPE AND EFFECT:

personne
alishments

FACTOR 7 - PURPOSE OF CONTACTS:

1 information; to con

To give/obtai trol
tain administrative or supporet

and <2 cb
FACTOR 8 - PHYSICAL DEMANDS:

Largely d

esk work, but
light object s

s, such a
FACTOR 9 - WORK ENVIRONMENT:

Work is performed in a typical office environment.




