OFFICE AUTOMATION CLERK
NK-326-II (GS-7)
Performs office automation work, including word processing, and a variety of clerical functions in support of the organization. 

Performs a variety of assignments using the advanced functions of one or more database software packages. Assignments require knowledge of the capabilities, operating characteristics and advanced functions of a variety of different software types.

Performs a variety of assignments using the advanced functions of one or more spreadsheet and word processing software packages.

Accomplishes a variety of duties to provide essential office automation support and production. Uses the knowledge of the capabilities, operating characteristics and advanced functions of a wide variety of different software types to improve the efficiency and/or effectiveness of office operations. The work is complicated by such factors as the variety of operations of the unit, the different types of software to be considered, and/or the diversity of assignments.

Provides expert advice to office staff regarding the preparation and publication of various documents with complex formats.

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

