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Competencies by Position Category 

Attorneys (0905) 

Knowledge 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Skills 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Persuasion — Persuading others to change their minds or 

behavior. 

Time Management — Managing one's own time and the time of 

others. 

Negotiation — Bringing others together and trying to 

reconcile differences. 

Speaking — Talking to others to convey information 

effectively. 
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Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 

Work Activities 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Updating and Using Relevant Knowledge — Keeping up-to-date 

technically and applying new knowledge to your job. 

Resolving Conflicts and Negotiating with Others — Handling 

complaints, settling disputes, and resolving grievances and 

conflicts, or otherwise negotiating with others. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 

Provide Consultation and Advice to Others — Providing 

guidance and expert advice to management or other groups on 

technical, systems-, or process-related topics. 

Communicating with Persons Outside Organization — 

Communicating with people outside the organization, 

representing the organization to customers, the public, 

government, and other external sources. This information 

can be exchanged in person, in writing, or by telephone or 

e-mail. 

Thinking Creatively — Developing, designing, or creating 

new applications, ideas, relationships, systems, or 

products, including artistic contributions. 

Evaluating Information to Determine Compliance with 

Standards — Using relevant information and individual 

judgment to determine whether events or processes comply 

with laws, regulations, or standards. 

Identifying Objects, Actions, and Events — Identifying 

information by categorizing, estimating, recognizing 

differences or similarities, and detecting changes in 

circumstances or events. 

Analyzing Data or Information — Identifying the underlying 

principles, reasons, or facts of information by breaking 

down information or data into separate parts. 
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Paralegals (0950) 

Knowledge 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Administration and Management — Knowledge of business and 

management principles involved in strategic planning, 

resource allocation, human resources modeling, leadership 

technique, production methods, and coordination of people 

and resources. 

Skills 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Time Management — Managing one's own time and the time of 

others. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Speaking — Talking to others to convey information 

effectively. 

Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 
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Coordination — Adjusting actions in relation to others' 

actions. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Monitoring — Monitoring/Assessing performance of yourself, 

other individuals, or organizations to make improvements or 

take corrective action. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Work Activities 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Processing Information — Compiling, coding, categorizing, 

calculating, tabulating, auditing, or verifying information 

or data. 

Documenting/Recording Information — Entering, transcribing, 

recording, storing, or maintaining information in written 

or electronic/magnetic form. 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Communicating with Persons Outside Organization — 

Communicating with people outside the organization, 

representing the organization to customers, the public, 

government, and other external sources. This information 

can be exchanged in person, in writing, or by telephone or 

e-mail. 
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Updating and Using Relevant Knowledge — Keeping up-to-date 

technically and applying new knowledge to your job. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 
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Legal Technician (0986) 

Perform secretarial duties utilizing legal terminology, 

procedures, and documents. Prepare legal papers and 

correspondence, such as summonses, complaints, motions, and 

subpoenas. May also assist with legal research. 

Knowledge 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

 

Skills 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Time Management — Managing one's own time and the time of 

others. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 

Speaking — Talking to others to convey information 

effectively. 
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Learning Strategies — Selecting and using 

training/instructional methods and procedures appropriate 

for the situation when learning or teaching new things. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Coordination — Adjusting actions in relation to others' 

actions. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Work Activities 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Performing Administrative Activities — Performing day-to-

day administrative tasks such as maintaining information 

files and processing paperwork. 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Communicating with Persons Outside Organization — 

Communicating with people outside the organization, 

representing the organization to customers, the public, 

government, and other external sources. This information 

can be exchanged in person, in writing, or by telephone or 

e-mail. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 

Documenting/Recording Information — Entering, transcribing, 

recording, storing, or maintaining information in written 

or electronic/magnetic form. 

Performing for or Working Directly with the Public — 

Performing for people or dealing directly with the public. 

This includes serving customers in restaurants and stores, 



Enclosure 1 8 

and receiving clients or guests. 

Monitoring and Controlling Resources — Monitoring and 

controlling resources and overseeing the spending of money. 

Processing Information — Compiling, coding, categorizing, 

calculating, tabulating, auditing, or verifying information 

or data. 
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Claims Examiners (0998)  

Knowledge 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Mathematics — Knowledge of arithmetic, algebra, geometry, 

calculus, statistics, and their applications. 

Skills 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Time Management — Managing one's own time and the time of 

others. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Speaking — Talking to others to convey information 

effectively. 
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Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 

Negotiation — Bringing others together and trying to 

reconcile differences. 

Complex Problem Solving — Identifying complex problems and 

reviewing related information to develop and evaluate 

options and implement solutions. 

Work Activities 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Communicating with Persons Outside Organization — 

Communicating with people outside the organization, 

representing the organization to customers, the public, 

government, and other external sources. This information 

can be exchanged in person, in writing, or by telephone or 

e-mail. 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Documenting/Recording Information — Entering, transcribing, 

recording, storing, or maintaining information in written 

or electronic/magnetic form. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Evaluating Information to Determine Compliance with 

Standards — Using relevant information and individual 

judgment to determine whether events or processes comply 

with laws, regulations, or standards. 

Interpreting the Meaning of Information for Others — 

Translating or explaining what information means and how it 
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can be used. 

Performing Administrative Activities — Performing day-to-

day administrative tasks such as maintaining information 

files and processing paperwork. 
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Court Reporters (0986) 

Knowledge 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Skills 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Time Management — Managing one's own time and the time of 

others. 

Equipment Selection — Determining the kind of tools and 

equipment needed to do a job. 

Monitoring — Monitoring/Assessing performance of yourself, 

other individuals, or organizations to make improvements or 

take corrective action. 

Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 

Learning Strategies — Selecting and using 

training/instructional methods and procedures appropriate 

for the situation when learning or teaching new things. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 
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Instructing — Teaching others how to do something. 

Troubleshooting — Determining causes of operating errors 

and deciding what to do about it. 

Work Activities 

Documenting/Recording Information — Entering, transcribing, 

recording, storing, or maintaining information in written 

or electronic/magnetic form. 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 

Controlling Machines and Processes — Using either control 

mechanisms or direct physical activity to operate machines 

or processes (not including computers or vehicles). 

Updating and Using Relevant Knowledge — Keeping up-to-date 

technically and applying new knowledge to your job. 

Scheduling Work and Activities — Scheduling events, 

programs, and activities, as well as the work of others. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Identifying Objects, Actions, and Events — Identifying 

information by categorizing, estimating, recognizing 

differences or similarities, and detecting changes in 

circumstances or events. 

Processing Information — Compiling, coding, categorizing, 

calculating, tabulating, auditing, or verifying information 

or data. 
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Management Analysts (0344) 

Knowledge 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Administration and Management — Knowledge of business and 

management principles involved in strategic planning, 

resource allocation, human resources modeling, leadership 

technique, production methods, and coordination of people 

and resources. 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Personnel and Human Resources — Knowledge of principles and 

procedures for personnel recruitment, selection, training, 

compensation and benefits, labor relations and negotiation, 

and personnel information systems. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Sales and Marketing — Knowledge of principles and methods 

for showing, promoting, and selling products or services. 

This includes marketing strategy and tactics, product 

demonstration, sales techniques, and sales control systems. 

Education and Training — Knowledge of principles and 

methods for curriculum and training design, teaching and 

instruction for individuals and groups, and the measurement 

of training effects. 

Skills 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Active Listening — Giving full attention to what other 
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people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Coordination — Adjusting actions in relation to others' 

actions. 

Time Management — Managing one's own time and the time of 

others. 

Instructing — Teaching others how to do something. 

Monitoring — Monitoring/Assessing performance of your self, 

other individuals, or organizations to make improvements or 

take corrective action. 

Quality Control Analysis — Conducting tests and inspections 

of products, services, or processes to evaluate quality or 

performance. 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Operation and Control — Controlling operations of equipment 

or systems. 

Work Activities 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Analyzing Data or Information — Identifying the underlying 

principles, reasons, or facts of information by breaking 

down information or data into separate parts. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 

Evaluating Information to Determine Compliance with 

Standards — Using relevant information and individual 

judgment to determine whether events or processes comply 

with laws, regulations, or standards. 

Processing Information — Compiling, coding, categorizing, 
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calculating, tabulating, auditing, or verifying information 

or data. 

Documenting/Recording Information — Entering, transcribing, 

recording, storing, or maintaining information in written 

or electronic/magnetic form. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 

Updating and Using Relevant Knowledge — Keeping up-to-date 

technically and applying new knowledge to your job. 

 



Enclosure 1 17 

Budget Technician (0561) 

Knowledge 

Mathematics — Knowledge of arithmetic, algebra, geometry, 

calculus, statistics, and their applications. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Administration and Management — Knowledge of business and 

management principles involved in strategic planning, 

resource allocation, human resources modeling, leadership 

technique, production methods, and coordination of people 

and resources. 

Economics and Accounting — Knowledge of economic and 

accounting principles and practices, the financial markets, 

banking and the analysis and reporting of financial data. 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Production and Processing — Knowledge of raw materials, 

production processes, quality control, costs, and other 

techniques for maximizing the effective manufacture and 

distribution of goods. 

 

Skills 

Speaking — Talking to others to convey information 

effectively. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 
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Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Time Management — Managing one's own time and the time of 

others. 

Mathematics — Using mathematics to solve problems. 

Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 

Negotiation — Bringing others together and trying to 

reconcile differences. 

Work Activities 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Communicating with Persons Outside Organization — 

Communicating with people outside the organization, 

representing the organization to customers, the public, 

government, and other external sources. This information 

can be exchanged in person, in writing, or by telephone or 

e-mail. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 

Processing Information — Compiling, coding, categorizing, 

calculating, tabulating, auditing, or verifying information 

or data. 
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Monitor Processes, Materials, or Surroundings — Monitoring 

and reviewing information from materials, events, or the 

environment, to detect or assess problems. 

Performing Administrative Activities — Performing day-to-

day administrative tasks such as maintaining information 

files and processing paperwork. 
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Budget Analysts (0560) 

Knowledge 

Economics and Accounting — Knowledge of economic and 

accounting principles and practices, the financial markets, 

banking and the analysis and reporting of financial data. 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Mathematics — Knowledge of arithmetic, algebra, geometry, 

calculus, statistics, and their applications. 

Administration and Management — Knowledge of business and 

management principles involved in strategic planning, 

resource allocation, human resources modeling, leadership 

technique, production methods, and coordination of people 

and resources. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

Personnel and Human Resources — Knowledge of principles and 

procedures for personnel recruitment, selection, training, 

compensation and benefits, labor relations and negotiation, 

and personnel information systems. 

Skills 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Speaking — Talking to others to convey information 

effectively. 
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Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Mathematics — Using mathematics to solve problems. 

Judgment and Decision Making — Considering the relative 

costs and benefits of potential actions to choose the most 

appropriate one. 

Complex Problem Solving — Identifying complex problems and 

reviewing related information to develop and evaluate 

options and implement solutions. 

Management of Financial Resources — Determining how money 

will be spent to get the work done, and accounting for 

these expenditures. 

Monitoring — Monitoring/Assessing performance of yourself, 

other individuals, or organizations to make improvements or 

take corrective action. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Work Activities 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Analyzing Data or Information — Identifying the underlying 

principles, reasons, or facts of information by breaking 

down information or data into separate parts. 

Processing Information — Compiling, coding, categorizing, 

calculating, tabulating, auditing, or verifying information 

or data. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 
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Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Interpreting the Meaning of Information for Others — 

Translating or explaining what information means and how it 

can be used. 

Identifying Objects, Actions, and Events — Identifying 

information by categorizing, estimating, recognizing 

differences or similarities, and detecting changes in 

circumstances or events. 
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Public Affairs Specialist(1035) 

Knowledge 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Administration and Management — Knowledge of business and 

management principles involved in strategic planning, 

resource allocation, human resources modeling, leadership 

technique, production methods, and coordination of people 

and resources. 

Law and Government — Knowledge of laws, legal codes, court 

procedures, precedents, government regulations, executive 

orders, agency rules, and the democratic political process. 

Customer and Personal Service — Knowledge of principles and 

processes for providing customer and personal services. 

This includes customer needs assessment, meeting quality 

standards for services, and evaluation of customer 

satisfaction. 

Education and Training — Knowledge of principles and 

methods for curriculum and training design, teaching and 

instruction for individuals and groups, and the measurement 

of training effects. 

Foreign Language — Knowledge of the structure and content 

of a foreign (non-English) language including the meaning 

and spelling of words, rules of composition and grammar, 

and pronunciation. 

Sales and Marketing — Knowledge of principles and methods 

for showing, promoting, and selling products or services. 

This includes marketing strategy and tactics, product 

demonstration, sales techniques, and sales control systems. 

Mathematics — Knowledge of arithmetic, algebra, geometry, 

calculus, statistics, and their applications. 

Clerical — Knowledge of administrative and clerical 

procedures and systems such as word processing, managing 

files and records, stenography and transcription, designing 

forms, and other office procedures and terminology. 

Economics and Accounting — Knowledge of economic and 

accounting principles and practices, the financial markets, 

banking and the analysis and reporting of financial data. 
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Skills 

Speaking — Talking to others to convey information 

effectively. 

Time Management — Managing one's own time and the time of 

others. 

Writing — Communicating effectively in writing as 

appropriate for the needs of the audience. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Coordination — Adjusting actions in relation to others' 

actions. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Persuasion — Persuading others to change their minds or 

behavior. 

Service Orientation — Actively looking for ways to help 

people. 

Social Perceptiveness — Being aware of others' reactions 

and understanding why they react as they do. 

Work Activities 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Communicating with Persons Outside Organization — 

Communicating with people outside the organization, 

representing the organization to customers, the public, 

government, and other external sources. This information 

can be exchanged in person, in writing, or by telephone or 

e-mail. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 
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Thinking Creatively — Developing, designing, or creating 

new applications, ideas, relationships, systems, or 

products, including artistic contributions. 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Identifying Objects, Actions, and Events — Identifying 

information by categorizing, estimating, recognizing 

differences or similarities, and detecting changes in 

circumstances or events. 

Performing for or Working Directly with the Public — 

Performing for people or dealing directly with the public. 

This includes serving customers in restaurants and stores, 

and receiving clients or guests. 

Judging the Qualities of Things, Services, or People — 

Assessing the value, importance, or quality of things or 

people. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 
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Computer Programmers (2210) 

Knowledge 

Computers and Electronics — Knowledge of circuit boards, 

processors, chips, electronic equipment, and computer 

hardware and software, including applications and 

programming. 

English Language — Knowledge of the structure and content 

of the English language including the meaning and spelling 

of words, rules of composition, and grammar. 

Mathematics — Knowledge of arithmetic, algebra, geometry, 

calculus, statistics, and their applications. 

Skills 

Programming — Writing computer programs for various 

purposes. 

Critical Thinking — Using logic and reasoning to identify 

the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Complex Problem Solving — Identifying complex problems and 

reviewing related information to develop and evaluate 

options and implement solutions. 

Active Learning — Understanding the implications of new 

information for both current and future problem-solving and 

decision-making. 

Reading Comprehension — Understanding written sentences and 

paragraphs in work-related documents. 

Learning Strategies — Selecting and using 

training/instructional methods and procedures appropriate 

for the situation when learning or teaching new things. 

Operations Analysis — Analyzing needs and product 

requirements to create a design. 

Active Listening — Giving full attention to what other 

people are saying, taking time to understand the points 

being made, asking questions as appropriate, and not 

interrupting at inappropriate times. 

Technology Design — Generating or adapting equipment and 

technology to serve user needs. 

Troubleshooting — Determining causes of operating errors 

and deciding what to do about it. 



Enclosure 1 27 

Work Activities 

Interacting With Computers — Using computers and computer 

systems (including hardware and software) to program, write 

software, set up functions, enter data, or process 

information. 

Organizing, Planning, and Prioritizing Work — Developing 

specific goals and plans to prioritize, organize, and 

accomplish your work. 

Making Decisions and Solving Problems — Analyzing 

information and evaluating results to choose the best 

solution and solve problems. 

Getting Information — Observing, receiving, and otherwise 

obtaining information from all relevant sources. 

Updating and Using Relevant Knowledge — Keeping up-to-date 

technically and applying new knowledge to your job. 

Communicating with Supervisors, Peers, or Subordinates — 

Providing information to supervisors, co-workers, and 

subordinates by telephone, in written form, e-mail, or in 

person. 

Analyzing Data or Information — Identifying the underlying 

principles, reasons, or facts of information by breaking 

down information or data into separate parts. 

Establishing and Maintaining Interpersonal Relationships — 

Developing constructive and cooperative working 

relationships with others, and maintaining them over time. 

Documenting/Recording Information — Entering, transcribing, 

recording, storing, or maintaining information in written 

or electronic/magnetic form. 

Processing Information — Compiling, coding, categorizing, 

calculating, tabulating, auditing, or verifying information 

or data. 

 


