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Position #X- 1007 

Performs a variety of specialized clerical and steno~raphic tasks in 
accordance with pr escribed pr ocedures and work mett1ods . Decisions and deter
minat i ons a r e based on a knowledge of a ' lar ge body of detailed and well- defined 
rules , regulations and instructions , requiring lit t le or no interpretation . 
·Hark is r eviewed f or neatness, accur acy of cont e:nt and compliance with wor k 
standar ds . 

Dist in~ui shing Featur~ : 

This position differs fro,n cle rk or cler k- tyyJi st positions of the same 
level in that stenogra ;,)hi c s ldll is essenti 2l. It may be d.istinguished f r om 
the Junior Ci erk-Steno[:;ra) her, CAF-2, by the cor;tpleYity of the clerical tasks , 
or by t he f a ct t hat knowledge of technical terminology is r equired f or dicta
tion . It is ordinarily distinguished from the pos i t ion of Cle rk-Steno~rapher, 
CAF- 4, by the lesser degree of difficulty and r esnonsi.bilit ;)-' in clerical tasks. 

Takes and transcribes verbatim reports, lon g oistance t el ephone calls, 
outline no t es of conferences, and dictation requi ring knowledge of t echnical 
ter ms and phrases, as well a s various t ypes of correspondence similar t o that 
taken by a Juni or Clerk-StenoLrapher , CA?- 2 . Composes r outine cor r espondence 
of a non- t eohnica.l nature r equiring only information which may be obtained 
f r om offic e r ecords or other members of the organization . In connecti on with 
t he above performs one or several of the f ollovd.ng, or s imila r J clerical tasks : 

Supervises a number of cl erks en gaged in mail, file anci ot he r clerical 
work . 

Abstracts anci ~ .. ndexes .~Y3 rt :Lnent informs.tion f r om r enorts , or O.e rs, etc . 

Occasionally composes r outine correspondence such as transmittal l et-
ters. 



R<iiloc;;ot i"·t:l CPnt,e r . standard Descripti on - 2-

Position #X-:J:..QQ7 

Acts as r ece;;tionist o r i nfo r ma tion cle r k wher e comprehensive know
ledge of ope r a tions and organization is r eo.uired . 

i,faintains cortl~)lex subject r;~atter files f or a singl e unit of the o r gan
ization involving classifying , imiexing anci 's earch i ng f or materia l, or as 
sists a cle r k of highe r gr ade in per formance of simila r .O.uties for a l c r ge 
centra l fil e . 

Pe r fo r rtlS r e lated duties . 
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