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STANDARD POSITION DESCRIPTION
NATIONAL PARK SERVICE
OFFICE SUPPORT CLERK (OA)
GS-0303-03

INTRODUCTION: This position is located in a National Park Unit. The primary purpose of this position
is to perform clerical work in office, business, or fiscal operations.

MAJOR DUTIES:

Receives and directs telephone calls or visitors.

Processes incoming and outgoing mail.

Maintains a filing system containing both hard copy and electronic documents.

Locates, gathers and provides to requestor, files that need to be retrieved from various filing locations.

Uses typewriters and personal computers (this includes printers and copiers) to develop
correspondence, memos, forms, and other standardized documents.

Operates suspense system to monitor and control timely completion of suspense documents.

Assists with keeping records for time and attendance, posting of fiscal expenditures, receipt and ordering
of supplies and equipment, etc.

Performs a variety of other duties as assigned.
FACTORS:
1. Knowledge Required by the Position

Working knowledge of the staff functions of the office to which-assigned in order to maintain files, receive
telephone calls and visitors, and process incoming and outgoing mail.

Knowledge of common clerical practices and procedures (grammar, spelling, capitalization, punctuation,
and required formats) applicable to preparation of correspondence, memorandums, and forms.

Knowledge of clerical practices as they apply to collecting data and maintaining time and attendance
records, maintaining inventories of supplies, and assisting with posting of fiscal and budget matters.

Knowledge of office automation equipment to use standard software program for various office needs.

Skill in the use of typewriters and personal computers with a requirement of being able to type a
minimum of forty (40) words-per-minute.

Ability to follow written and oral instructions for assigned tasks or assignments.
2. Supervisory Controls
Receives oral or written instructions concerning work assignments, priorities, deadlines, and office

procedures. Works according to established procedures, independently performs routine assignments,
and refers problems or new situations not covered by guides to the supervisor or higher graded



employee for further instructions. Work is checked for compliance with established procedures and
applicable regulations.

3. Guidelines

A large number of procedural guides, such as manuals and written and oral instructions, apply directly to
the work and are always available. Employee applies judgment in locating, selecting, and applying the
most appropriate guidelines or methods from among those established. Employee is able to make minor
deviations from existing guidelines in order to-more effectively accomplish-the assigned task. Situations
for which no established guidelines exist are referred to the supervisor for resolution. Many guides are
often memorized, but because of their number, the employee often refers to written guides for help.

4. Complexity

The work involves using automation equipment and specific software packages to type and/or produce
office correspondence, reports, etc. Employee must recognize the difference in existing procedures and
applications and make choices from among established alternatives. Decisions are based on knowledge
of procedural requirements of the work coupled with ‘an awareness of the specific functions and
assignments of the staff.

5. Scope and Effect

The purpose of the work is to-perform office automation and substantive clerical services where the
employee performs the usual tasks required to produce the items in final form (e.g., selecting the proper
typing format, spacing and arranging the material, preparing reports, etc.).

The services performed facilitate the work of the originators of the documents or the users of the data
maintained. The work has limited impact outside the immediate organization.

6. Personal Contacts

Personal contacts are with employees within the immediate organization, office, project, or work unit, and
in related or support units. Personal contacts may also involve members of the general public in highly
structured situations; e.g., the purpose of the contact and the question of with who to deal are relatively
clear.

7. Purpose of Contacts

Purpose of contacts is to obtain, clarify, or give facts or information directly related to the work. In some
instances, the contacts are to resolve problems in connection with the immediate assignment.

8. Physical Demands

The work is sedentary. Typically the employee may sit comfortably to do the work. There may be some
walking, standing, bending and carrying light items such as papers and books.

9. Work Environment

The work is performed in an office setting. The work area typically is adequate lighted, heated, and
ventilated.



EVALUATION STATEMENT

The primary purpose of this position is to perform a variety of clerical support functions of the office to
which he/she is assigned. The incumbent is responsible for operating a personal computer or computer
terminal, typewriters, and other office machines. The employee is required to perform at a minimum of
forty (40) words per minute. They must type a variety of narrative material from clean copy or rough
draft. The position will also perform a variety of duties related to assisting with time and attendance,
fiscal operations, and files management.

The Miscellaneous Clerk and Assistant Series includes positions the duties of which are to perform or
supervise clerical, assistant, or technician work for which no other series is appropriate. The work
requires knowledge of the procedures and technique involved in carrying out the work of an organization
and involves application of procedures and practices within the framework of established guidelines.
Typically positions in this series are too few of a kind to have been recognized as separate lines of work.

The duties performed by this position, as a general office clerk are performed at least eighty (80) percent
of time. No titles are specified for positions in this series. To avoid confusion with the Administrative
Officer Series, however, it would be desirable not to use the word “administrative” in the titling. When a
position is performing a variety of typewriter and personal computer duties, it should be so designated
with the parenthetical title of “Office Automation” or may be shortened to (OA) as a suffix to the title.

FINAL CLASSIFICATION:
This position is properly classified as Office Support Clerk (OA), GS-0303-03.

FLSA Determination: " This position is non-exempt from FLSA Standards in accordance with 5 CFR
551.203.



