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Office Automation Assistant
GS-326-06

INTRODUCTION

This position is that of an Office Automation Assistant in the
Project Manager for Combined Arms Tactical Trainers (CATT). The
incumbent provides typing, clerical and office automation support
to the unit assigned.

MAJOR DUTIES

Performs and coordinates all clerical, procedural and day-to-day
administrative support to include varied functions of several
types of word processing software such as electronic mail,
graphics, spreadsheet and database management to create, copy and
edit material. Performs typing on both an electronic typewriter
and computer keyboard. Transcribes various correspondence and
reports from handwritten drafts or verbal instructions into
proper format, clarity, repetition, structure, continuity of
thought, accuracy of references and cross references, with
responsibility for correct spelling, grammar, capitalization and
punctuation, plus consistency and propriety of information for
non-technical material. 30%

Uses graphics software to provide graphic symbols, charts, and
graphs for viewgraphs. Develops details of final illustrations
based on rough sketches provided by the requestor or supervisor.
Prepares graphics for reports, handbooks, and similar types of
publications, which require sufficient subject matter knowledge
of the activities serviced to produce appropriate pictorial
representatives covering the organizational functions/missions.

25%
Establishes and maintains classified and unclassified files for
the office. Obtains material from files and other record sources
based on information provided by the requester. Exercises
initiative in establishing, revising, or disposing of files to
meet needs and demands for material. Knowledge of security
regulations is required for control of classified material.

5%
Receives all visitors and telephone calls to the supervisor.
Ascertains nature of call or business of visitors and determines
appropriate action. Refers business requiring technically
qualified responses to the appropriate action officer or
technical area within the organization. When referral is not
necessary, provides information from readily accessible files or
personal knowledge. 10%



Processes incoming correspondence, publications, regulations, and
directives determining action and preparing an up-to-date digest
of content of such correspondence for use of supervisor and
staff. 5%

Prepares all correspondence according to proper procedure and
current directives to include various technical documents,
recurring reports and travel vouchers/orders. 5%

Maintains supervisor's calendar based on pesonal knowledge of
supervisor's workload and current issues of importance. 5%

Makes necessary travel arrangements which includd preparing
travel orders/travel claims and making airline, lodging, and
rental car arrangements. Responsible for obtaining the most
effective and efficient arrangements. 10%

Makes arrangements for conferences and meetings, including
scheduling conference facility, providing necessary materials and
equipment, notifying participants, and preparing agenda (to
include incorporating verbal or written suggested agenda items
from participants). 5%

Performs other duties as assigned.

FACTOR 1 - Knowledge Required by the Position

Knowledge of the duties, priorities, commitments, policies, and
substantive programs and goals of the staff sufficient to perform
assignments such as reviewing publications, directives, and other
materials which may affect the organization and taking
appropriate follow-up action.

Knowledge of office automation systems in order to use several
types of software for office needs. Skill in operating a
keyboard to key data into an automated system, to make
appropriate corrections, store, retrieve, insert, and delete
data.

Knowledge of a variety of computer software to prepare charts,
graphs, etc. for reproduction.

Knowledge of punctuation, grammar, spelling, and formats in order
to prepare and review outgoing correspondence.

A qualified typist is required.



FACTOR 2 - Supervisory Controls

The supervisor of this position is the Deputy Project Manager,
Project Manager for Combined Arms Tactical Trainers (CATT) who
sets priorities and deadlines for some specific assignments. The
incumbent plans and carries out the assignments in accordance
with the established policies and practices of the office. Day-
to-day work flow of the office is set by the incumbent based on a
knowledge of the overall functions and projects of the
organization.

FACTOR 3 - Guidelines

Guidelines include the Army correspondence manual, computer
manuals, style manuals, security instructions, PM CATT policies
and higher headquarters directives. Also, oral instructions
regarding the office priorities and assignments. The employee
must apply judgement in determining which guidelines, to refer
them to the supervisor.

FACTOR 4 - Complexity

The incumbent controls, coordinates, and accomplishes clerical
and administrative work. Decides procedures in handling the
assignments of the office requiring analysis of subject matter
and issues involved in each assignment (e.g., coordination of key
elements within AMC/DA, interpreting requirements and responding
with most effective response), and the goals, priorities, and
commitments of the Project Manager and the office.

FACTOR 5 - Scope and Effect

The purpose of the work is to perform specific, recurring tasks
required to maintain electronic records, directories, databases,
reports, etc., and produce various items, e.g., correspondence,
memos, publications, reports, or forms, in draft or final form.
Selects the proper format, spacing and arranging the material,
checking references and clearances, correcting misspellings, and
retrieving data from electronic records.

The services performed facilitate the work of the originators of
the material.

FACTOR 6 - Personal Contacts
Contacts are with personnel within PM CATT, private industry,

government personnel from other facilities and/or higher
headquarters.



FACTOR 7 - Purpose of Contacts

Contacts are for such purposes as receiving assignments, getting
instructions, receiving or giving information, reporting progress
or problems, and correcting typed material.

FACTOR 8 - Physical Demand

The work is sedentary. However, there may be some walking,
standing, bending, and carrying light items, such as papers,
books, and files.

FACTOR 9 - Work Environment

The work is normally performed in an office setting. The work is
typically well lighted, heated, and ventilated.



