PRINTING CLERK (OA)

NK-351-I (GS-4)

This series includes positions which involve clerical duties requiring knowledge of clerical procedures and operations peculiar to the control, procurement, or provisions of printing services. Incumbents of positions in this series process requisitions for procurement of printing, identify from agency guides established specifications, estimate costs for standard recurring publications, maintain control records of reproduction or cost purposes, etc.  The following duties are typical of positions in this series: 

-  Receives, screens, logs in incoming and outgoing printing requisitions for 

   contract field printing, orders for Marine Corps, other services technical publications

   and Base printing requirements.

-  Maintains historical data on all orders for the procurement of printing.

-  Evaluates data and reports on contractor performance regarding compliance to orders,

   delivery dates and receipt of the printed product.

- Assists Printing Specialist in reviewing negatives and other reproducible materials for 

   reprint action.  Reviewing inspection copies of Technical Manuals for compliance to 

   specifications and standards.  Inspection of manuals is printed as contract field printing    

   will be performed under the guidance of a printing specialist.

-  Provides fund administrators documentation of changes against their respective 

   accounts and responds to inquiries on printing accounts and changes.

- Uses office systems to include word processing software to produce a wide variety of 

  documents.  Edits, reformats, and revises documents prepared by others not trained in                

  word processing.  Uses database or spreadsheet to enter, revise, sort or calculate, and   

  retrieve data for standard reports.

- Please select the following if the incumbent serves as a team leader on a regular basis 

  leading three or more employees.

____ Serves as a team leader providing guidance and direction to team members. 

