Preliminary Administration

Primary COI Competencies
0301 Miscellaneous Administration and Program Series

Skill Level I (Grade Level 5-9)

· Knowledge of substantial body of administrative or program principles, concepts, policies, and objectives.

· Ability to analyze and evaluate a variety of administrative procedures, processes, policies and/or programs.    

· Ability to apply complex fact-finding analytical and problem-solving techniques.

· Ability to prepare and present findings and recommendations orally and in writing.

· Ability to influence others when implementing new ideas and concepts.

· Ability to gain acceptance of recommendations regarding controversial issues.

*Certification:
Security clearance may be required.

Skill Level II (Grade Level 11-15)

In addition to Level I skills, positions at this level require the following:

· Knowledge of an extensive body of management analysis technical rules, guidelines, regulations, and precedents.

· Ability to apply basic data gathering methods, such as standard interviewing or surveying techniques, to collect various types of factual information.

· Ability to prepare clear, concise reports that describe the data collection techniques and other processes and procedures used, conditions of management operations, and recommended improvements.

· Detailed knowledge of local and higher echelon budget procedures, forms, formats, documents, reports, and related requirements to compile and organize the annual budget request for the Center.

· Detailed knowledge of the structures of accounts of the budget to identify and cross check the agreement, accuracy, and completeness of budget estimates submitted by managers and specialists.

· Knowledge of, and ability to use, various automated programs to produce work products.

0302 Messenger Series

Skill Level I (Grade Level 1-4)
· Knowledge of regular messenger collection and delivery procedures.

· Ability to understand and follow simple instructions.

· Ability to memorize routes, office locations, and points of collection and delivery.

· Ability to become familiar with names or codes of key employees or offices.

· Ability to perform incidental manual, mechanical, or clerical duties.

· Ability to operate automotive equipment.

· Supervisory/lead duties performed require the ability to assign and review work, establish and monitor work schedules and perform a full range of personnel management tasks.

0303 Miscellaneous Clerk and

Assistant Series

Skill Level I (Grade Level 1-4)

· Knowledge of the clerical requirements and processes involved in maintaining the functional programs of the office.

· Knowledge of the organization's functions and established procedures.

· Ability to understand and follow written and oral instructions.

· Ability to process or maintain records and/or documents, which represent the transactions for business of an organization.

· Ability to deal effectively and courteously with contacts.

· Knowledge of office automation systems to use several types of software for various office needs.

*Certification:  May require qualified typist.

Skill Level II (Grade Level 5-8)

· Technical knowledge of the work processes and procedures of an administrative field and the mission and operational requirements of the office.

· Ability to reconcile numerical references on inventory documents by cross-referencing appropriate sources.

· Knowledge of directorate functions and internal operating procedures in order to perform a full range of administrative and clerical duties. 

· Knowledge of Records Management procedures.

· Knowledge of the capability, operating characteristics and advanced functions of a variety of office automation software, such as database and spreadsheets.

· Knowledge of the similarities, differences, and integration of the different software types.

· Ability to compile and summarize information and data.

· Ability to identify inaccuracies or anomalies in the information and make written recommendations.

· Ability to interpret and apply a variety of policies, rules and guidelines in the performance of operational requirements of the office. 

*Certification:  May require qualified typist.

0304 Information Receptionist Series

Skill Level I (Grade Level 1-4)

· Ability to articulate verbally in a clear/concise manner.

· Knowledge of the location of the organizational elements and key personnel.

· Knowledge of the unit's organization and functions sufficient to refer visitors, telephone calls, and mail by specific name request or request by specific functional area.

· Knowledge of office automation systems to use several types of software for various office needs.

· Ability to transmit, receive and acknowledge electronic mail and messages.

· Ability to understand, use, and maintain directories, personnel lists, guides and other references.

· General knowledge of the nature and availability of publications, forms, and informational materials distributed by the various agencies. 

· Speaking voice of pleasing quality and clear enunciation.

· Ability to classify and cross-reference materials in decimal and alphanumeric systems.

*Certification: 
May require qualified typist.

0305 Mail and File Series

Skill Level I (Grade Level 1-5)

· Knowledge of the functions and organization structures of the units serviced.

· Knowledge of mail and file processing and control procedures.

· Knowledge of the organization, subject matter content and processing procedure enables the clerk to read, sort and route materials.

· Knowledge of procedural instructions and/or postal regulations for the control and processing of various types of mail (i.e., message form, registered, certified, insured, security classified, priority or reply mail, etc.).

· Thorough knowledge of correspondence procedures and filing systems.

· Knowledge of organization mail sorting, collection and delivery procedures sufficient to sort mail to a few easily determined points and familiarity with a few related procedures of equivalent difficulty.

· Knowledge of office automation systems to use several types of software for various office needs.

*Certification:
May require qualified typist.



      Security clearance may be required.

0309 Correspondence Clerk Series

Skill Level I (Grade Level 1-5)

· Knowledge of component correspondence, policies, and procedures for preparing correspondence, maintaining logs and preparing reports.

· In-depth knowledge of correct grammar, spelling, punctuation, and capitalization is required for composing and typing correspondence.

· Ability to research program rules, regulations and instructions for the purpose of verifying information to formulate a written response.

· Knowledge of office automation systems to use several types of software for various office needs.

*Certification:  May require qualified typist.

0312 Clerk-Stenographer and Reporter Series

Skill Level I (Grade Level 1-5)

· Knowledge of formats, clerical procedure and specialized terminology of the organizational unit to which assigned and the work performed in related organizational elements.

· Knowledge of grammar, spelling, capitalization, and punctuation to prepare the material in final form.

· Ability to take notes and prepare minutes.

· Knowledge of formats, clerical procedures, and common terminology of the organizational unit to which assigned and of the work performed in related organizational elements.

· Knowledge of the office filing system and material normally received so items may be filed sent to others or disposed of.

· Thorough knowledge of correspondence procedures and filing systems.

· Excellent typing skills.

· Skill in taking and transcribing dictation.  

· Skill in operating typewriter and word processor.  

0318 Secretary Series

Skill Level I (Grade Level 3-4)

· Basic understanding of general clerical concepts, principles, and practices. 

· General knowledge of the office routine and procedures. 

· In-depth knowledge of correct grammar, spelling, punctuation, and capitalization is required for composing and typing correspondence.

· Knowledge of the office filing system and various references and handbooks commonly used by the staff in order to classify, search for, and dispose of materials.

· Knowledge of procedures required to requisition office supplies, maintenance and printing services.  

· Knowledge of procedures required to maintain leave/time and attendance records of division staff and to prepare forms required for various personnel actions.

· Ability to use office automation equipment and related software to perform routine office automation duties.  

· Ability to compile information and prepare a wide variety of recurring internal reports and documents. 

· Ability to articulate clearly both verbally and in writing.

*Certification:
May require qualified typist.



      Security clearance may be required.

Skill Level II (Grade Level 5-8)

In addition to Level I skills, positions at this level require the following:

· Knowledge of the duties, priorities, commitments, policies and program goals of the office to perform non-routine administrative assignments. 

· In-depth knowledge of correct grammar, spelling, punctuation, and capitalization is required for composing and typing correspondence.

· Ability to coordinate assignments with other offices and organizations.

· Ability to prepare outlines and select material for speeches.   

· Ability to handle high-level visitors with tact and diplomacy.

· Ability to advise and instruct secretaries in subordinate organizations concerning such matters as directives, reports, correspondence, protocol, and telephone procedures.

· Knowledge of Travel claim submission processes and procedures.

· Knowledge of Joint Federal Travel Regulations.

*Certification:
May require qualified typist/stenographer.



Security clearance may be required.

Skill Level III (Grade Level 9-10)

In addition to Levels I and II skills, positions at this level require the following:

· Comprehensive knowledge of supervisor’s policies and views on all significant matters affecting the organization in order to prepare material for speaking engagements and briefing staff members or persons outside the organization.

*Certification:  May require qualified typist/stenographer.


           Security clearance may be required.

0322 Clerk Typist Series

Skill Level I (Grade Level 1-5)

· Skill in operating a manual or electric typewriter. 

· Knowledge of correct grammar, spelling, punctuation, and capitalization is required for composing and typing correspondence.

· Thorough knowledge of correspondence procedures and filing systems.

· Knowledge of clerical practices and procedures.

· Knowledge of how to requisition office supplies and equipment and perform similar office maintenance work.

*Certification:  Qualified typist is required.

0326 Office Automation Clerical and Assistance Series

Skill Level I (Grade Level 1-4)

· Ability to operate office automation equipment.

· Knowledge of office automation processing procedures and function keys required to execute basic functions such as storing and retrieving electronics documents or files, activating a printer, inserting and deleting text, producing letters and memoranda, entering data into a predefined spreadsheet or database, and transmitting and receiving electronic email.

· Knowledge of correct grammar, spelling, punctuation, and capitalization is required for composing and typing correspondence.

*Certification:  Qualified typist required.

Skill Level II (Grade Level 5-7)

· Ability to operate office automation equipment.

· Knowledge of the capabilities, operating characteristics and advanced functions of a variety of types of office automation software, e.g., database, spreadsheets, and word processing; and knowledge of the similarities, differences, and integration of the different software types.    

· Ability to produce a wide range of documents that often require complex format, such as graphics or tables within text, to edit and reformat electronic drafts, and to update or revise existing databases or spreadsheets.

· Knowledge of correct grammar, spelling, punctuation, and capitalization is required for composing and typing correspondence.

· The ability to apply office automation knowledge and skills in performance of a variety of clerical support/administrative duties.  

*Certification:  Qualified typist required.

0342 Support Services Administration Series

Skill Level II (Grade Level 9-13)

· Comprehensive knowledge of all public laws, federal regulations, DoD, DoN, and Marine Corps directives, regulations, and policies pertaining to a variety of support services programs, such as communication, printing, procurements, property, space, graphics, emergency planning, travel and transportation.

· Comprehensive knowledge of program management, organizational analysis, and management analysis, principles, methodology and theories.  Ability to apply problem-solving techniques in developing programs/organizational objectives and for making decisions for the effective use of resources.

· General knowledge of budgetary policies, methods, and procedures to request, recommend and expend program funding.

· Knowledge of administrative regulations, operating procedures, management principles and programs.

· Knowledge of operational commitment and mission goals of the various organizations serviced in order to provide proper support to ever-changing demands.

· Ability to negotiate and influence high-level officials in providing resources needed to support customers.

0350 Equipment Operator Series

Skill Level I (Grade Level 1-4)

· Knowledge of equipment operating procedures and skill to set up, adjust, and operate copiers/duplicators/cameras and a variety of peripheral equipment devices.

· Knowledge of regulations, standards and policies used in the operation of peripheral, copier, duplicator, camera and microform equipment.  

· Ability to perform operator maintenance, e.g., clean equipment according to manufacturer's instructions, replenish materials as required.

· Ability to take corrective action to diagnose, solve, and correct operating problems affecting the equipment. 

0356 Data Transcriber Series

Skill Level I (Grade Level 1-4)

· Ability to operate keyboard controlled data transcribing equipment.

· Knowledge of the operating features of the data transcribing equipment used and ability to remember and apply basic operating instructions.

· Ability to recognize the source documents used and to associate those documents with the appropriate program controls and transcribing procedures.

· Ability to maintain accuracy in performing repetitive work where speed and accuracy are of prime importance.

· Knowledge of the coding systems used, and ability to assign codes to un-coded data or to correct coding errors.

*Certification:  May require qualified typist.

0382 Telephone Operating Series

Skill Level I (Grade Level 1-4)

· Knowledge of telephone courtesy techniques.

· Knowledge of telephone procedures to operate a telephone switchboard and to connect calls both regular and long distance to proper designations.

· Ability to provide organizational information to callers using computerized or printed directories 

· Knowledge of standard procedures to place outgoing calls through various circuits and networks, such as military networks, federal networks, wide area systems, and commercial circuits.

· Thorough knowledge of large, frequently changing organizations with complex subdivisions to direct incoming calls.

· Ability to question callers, who often can provide only sketchy information, in order to direct them to the proper organizational component.

· Knowledge of alternative routing options and procedures to make efficient outgoing connections and to connect high priority or emergency calls when ordinary methods fail.

· Knowledge of the capabilities of the telephone systems.

0675 Medical Records Technician Series


Skill Level 1 (Grade Level 3-4)

· Basic understanding of general medical records procedures, methods and requirements requirements to perform assignments.
· General knowledge of office operations, documentation requirements and workflow to process medical records.
· Elementary understanding of human anatomy, physiology and medical terminology to review records for accuracy and completeness and coding.
· Knowledge of regulations on confidentiality of medical records.
· Knowledge of office automation systems to use several typed of software for various office needs.
Certification:  May require qualified typist.

Skill Level II (Grade Level 5-8)

In additional to Level I skills, positions at this level require the following:

· Knowledge of medical terminology and usages, covering the full range of general medical, surgical, pharmaceutical, hospital terms, medical abstracts and abbreviation.

· Knowledge of physiology, major anatomical systems and related disease processes.

· Ability to distinguish between correlation or laboratory test results, procedures and treatments with diagnosis.

· Knowledge of medical records classification systems and references to derive necessary information.

· Skill to collect and organize data for statistical reports.

Certification:  May require qualified typist.

