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NORMAL WORKING HOURS (Explain unusual or rotating shift)
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JOB DESCRIPTION AND WORKER CHARACTERISTICS

Duties in Order of importance

Minimum Acceptable Characteristic
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Produces complex technical documents (e.g., network reports,
instructions, procedures, mantals) & provides full range of general office
work: operates personal computer using Microsoft Office software to
prepare correspondence & access electronic mail; proofreads typed
material & makes corrections.

Creates & maintains paper & computer based file systems for access by
network personnel: updates files as requested; prepares old files for
storage per records retention procedures; searches for paper hard copies &
electronic soft copies as requested; scans records & other documents for
electronic filing.

Performs other related clerical tasks: takes telephone calls & responds to
routine e~-mail inquiries; receives, sorts & distributes incoming & outgoing
mail; coordinates internal administrative functions as needed; orders &
distributes office supplies; maintains office supply inventory for routine
office items; schedules meetings & ceordinates all administrative
functions of meetings; coordinates arrival of guests (e.g., completing
access forms & escorting guest to meeting location); performs other
related duties as required.

Must submit to & pass personal background check.

Knowledge of (1) general office practices
& procedures; (2) network terminology;
(3) agency policies & procedures*;

Skili in (4) operation of personal computer
& associated hardware/software (e.g., MS
Office, printers);

Ability to (3} carry out instructions in
written, oral or picture form; {6) read, copy
& record figures; (7) apply principles to
soive practical, everyday problems; (8)
prooftead technical materials; (9)
recognize errors & make corrections.

Knowledge of 1, 2, 3*

Skill in 4

Ahility to 5, 6, 7, 8, 9, (10} maintain
accurate records; (11) copy records
precisely without error.

Knowiedge of 1, 2, 3%

Skill in 4
Abilityto 5,6, 7, 8,9

*developed after empioyment
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