OFFICE SUPPORT ASSISTANT (OA)
NK-303-II (GS-7)
Works under the general direction of the supervisor on the technical and practical aspects of preparing a variety of correspondence and managing assigned clerical projects. The supervisor defines objectives, priorities, and deadlines. The incumbent independently plans and organizes work within the parameters of established polices and guidelines. The supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed for conformance to policy. 

Performs specialized duties with continuing responsibility for certain projects. Independently resolves clerical/technical problems of moderate difficulty. Each assignment consists of a series of related actions prior to completion. The work involves working with others to identify problems associated with clerical/administrative programs and is concerned with making recommendations according to established policies, objectives, and requirements. 

The work requires knowledge and skill to recognize problems, collect information, establish facts, and recommends appropriate action. 

Interacts with customers to communicate information and to understand customer needs. Actively participates as a team member, when necessary, to accomplish projects.

Prepares and consolidates reports or correspondence.

The work requires knowledge of procedures and techniques involved in performing a variety of clerical and office assistant or technical work.

Please select a minimum of two of the additional duties described below.

___ Prepares budget estimates and performs other budget related duties.

___ Serves as the automation point of contact.

___ Requests/purchases office supplies.

___ Prepares Request for Personnel Actions (SF-52), Awards, and other related civilian personnel forms.

___ Serves as the training coordinator.

___ Performs a variety of clerical duties to include, preparing and composing correspondence; scheduling appointments and maintaining the supervisor's calendar; sorting and distributing mail; and compiling and preparing reports.

