OFFICE AUTOMATION CLERK
NK-326-I (GS-4)
Performs office automation work, including word processing, and a variety of clerical functions in support of the organization.

Maintains technical publications, manuals, and technical order files.

Works with source documents, files, and/or prepares products that are covered by special procedures and regulations.

Provides clerical support to ensure efficient office operations. Performs a variety of receptionist and other clerical and administrative functions, using judgment to answer recurring questions and resolve problems.

Performs a broad range of duties using one or more database software programs.

If needed, uses various functions of other software types to include Microsoft programs and various spreadsheet software programs.

Participates in team projects, when necessary, performing routine tasks. Works with customers to translate and accommodate routine needs.

 

 

 

