9007

OFFI CE ASSI STANT 3

Nat ure of Work: Under general supervision, perforns
advanced | evel, responsi ble and conplex clerical tasks of a
conplicated nature involving interpretation and application of
policies and practices. Interprets office procedures, rules and
regul ations. My function as a | ead worker for clerical
positions. Perforns related work as required.

Di stinguishing Characteristics: Perfornms tasks requiring
interpretation and adaptation of office procedures, policies, and
practices. A significant characteristic of this level is a job-

i nherent latitude of action to conmuni cate agency policy to a
wi de variety of people, ranging fromboard nenbers, federa
auditors, officials, to the general public.

Exanpl es of Work

Anal yzes and audits invoices, bills, orders, forns, reports
and docunents for accuracy and initiates correction of
errors.

Mai nt ai ns, processes, sorts and files docunents nunerically,
al phabetically, or according to other predeterm ned
classification criteria; researches files for data and
gathers information or statistics such as materials used or
payrol | information.

Types a variety of docunents fromverbal instruction, witten
or voice recorded dictation

Prepares and processes a variety of personnel informtion and
payrol | docunentati on.

Pl ans, organi zes, assigns and checks work of |ower |evel
clerical enployees.

Trai ns new enpl oyees in proper work nethods and procedures.

Answer s tel ephone, screens calls, takes nessages and
conplaints and gives information to the caller regarding
the services and procedures of the organizational unit.

Recei ves, sorts and distributes incom ng and outgoing mail.

Qperates office equi pnment such as el ectrical calcul ator,
copyi ng machi ne or ot her nachi nes.

Posts records of transactions, attendance, etc., and wites
reports.

Files records and reports.

May operate a VDT using a set of standard conmands, screens,
menus and help instructions to enter, access and update or
mani pul ate data in the perfornmance of a variety of clerica
duties; may run reports fromthe database and anal yze data
for managenent.

Know edge, Skills and Abilities
Know edge of office nethods of practices and procedures.
Know edge of business English, spelling and arithnetic.
Know edge of program operations and policies with respect to
general functions perforned.
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OFFI CE ASSI STANT 3 (CONT' D)

Know edge, Skills and Abilities (cont'd)

Ability to maintain or supervise the maintenance of records of
sonme conplexity and to prepare reports and tabul ations from
t hese records.

Ability to establish and maintain effective working rel ation-
ships with other enpl oyees and the public.

Ability to understand and effectively carry out conplex oral
and witten directions.

M ni mum Qual i fications

Training: Gaduation froma standard hi gh school or the
equi val ent .

Experience: Four (4) years of full-time or equivalent part-
time paid experience performng routine office work.

Substitution: College hours, rel ated business school, or
vocational training may be substituted through an
established forrmula for the required experience.
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