POSITION DESCRIPTION
Information Receptionist, GS-0304-02
MAJOR DUTIES
Performs work of a general office support nature which encompasses a variety of different duties
and responsibilities.
Performs clerical assignments in a variety of general support areas required in office
environments as well as other types of operations such as sales store operations.
Information Receptionist
Receives and directs callers and visitors. Provides information about the organization, its
functions, activities, and personnel. Receives and/or gives out forms, and assists visitors and/or
callers with the completion of forms or documents.
Assists users of the filing system by retrieving file(s) from bins, shelves, drawers or similar file
containers. Requests may be in person or submitted in written form. Completes charge out card
or other control record with date, users name/activity, etc. Obtains any required signatures for
receipt of files and releases files; files charge-out card/control card in designated area for
accountability. Prepares file labels for new files. Follows examples and procedures contained in
regulations or office guides for placement of information onto label and to affix label onto folder.
Follows instructions to move filed materials from one designated area to another based on
disposition instructions.
Receives and sorts documents into like categories by alphabet, date, or other similar
classification. Files/re-files materials in established file folders identified by name, social
security number, numerical control number or other file designation. Inserts materials into
corresponding folder and ensures proper arrangement of contents such as placement on left or
right side, chronological filing by date or other established procedure.
Prepares routine reports. Extracts available information to complete work counts, usage, or other
types of reports related to files. Computes sub-totals, totals or similar mathematical
computations.
Factor 1-2 Knowledge Required by the Position
200 Points
Knowledge of basic or commonly used rules, procedures, or operations that typically requires
some previous training or experience.
Factor 2-1 Supervisory Controls
25 Points
For both one-of-a-kind and repetitive tasks, the supervisor makes specific assignments that are
accompanied by clear, detailed, and specific instructions. The employee works as instructed and
consults with the supervisor as needed on all matters not specifically covered in the original
instructions or guidelines. For all positions, the work is closely controlled. For some positions,
the control is through the structured nature of the work itself; for others, it may be controlled by
the circumstances in which it is performed. In some situations, the supervisor maintains control
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through review of the work that may include checking progress or reviewing completed work for
accuracy, adequacy, and adherence to instructions and established procedures.
Factor 3-1 Guidelines
25 Points
Specific, detailed guidelines covering all-important aspects of the assignment are provided to the
employee. The employee works in strict adherence to the guidelines; deviations must be
authorized by the supervisor.
Factor 4-1 Complexity
25 Points
The work consists of tasks that are clear-cut and directly related. There is little or no choice to
be made in deciding what needs to be done. Actions to be taken or responses to be made are
readily discernible. The work is quickly mastered.
Factor 5-1 Scope and Effect
25 Points
The work involves the performance of specific, routine operations that include a few separate
tasks or procedures. The work product or service is required to facilitate the work of others;
however, it has little impact beyond the immediate organizational unit or beyond the timely
provision of limited services to others.
Factor 6-1 Personal Contacts
10 Points
The personal contacts are with employees within the immediate organization, office, project, or
work unit, and in related or support units.
Factor 7-1 Purpose of Contacts
20 Points
The purpose is to obtain, clarify, or give facts or information regardless of the nature of those
facts; i.e., the facts or information may range from easily understood to highly technical.
Factor 8-1 Physical Demands
5 Points
The work is sedentary. Typically, the employee may sit comfortably to do the work. However,
there may be some walking; standing; bending; carrying of light items such as papers, books,
small parts; driving an automobile, etc. No special physical demands are required to perform the
work.
Factor 9-1 Work Environment
5 Points
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices and meeting and training rooms. The work area is
adequately lighted, heated, and ventilated.

Other Significant Facts
Customer Service
Meets the needs of customers while supporting VA missions. Consistently communicates and
treats customers (veterans, their representatives, visitors, and all VA staff) in a courteous, tactful,
and respectful manner. Provides the customer with consistent information according to
established policies and procedures. Handles conflict and problems in dealing with the customer
constructively and appropriately.
ADP Security
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Protects printed and electronic files containing sensitive data in accordance with the provisions
of the Privacy Act of 1974 and other applicable laws, federal regulations, VA statutes and policy,
and VHA policy. Protects the data from unauthorized release or from loss, alteration, or
unauthorized deletion. Follows applicable regulations and instructions regarding access to
computerized files, release of access codes, etc., as set out in the computer access agreement that
the employee signs.
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