READER ASSISTANTPRIVATE 

GS‑303‑5

DUTIES

Serves as the reader for the blind employee(s) at [AGENCY NAME] as well as performs associated clerical duties.

Reads a variety of work‑related, handwritten/printed materials to the blind employee.

Explains/describes for the blind employee various visual aids such as graphs, charts, pictures, illustrations, etc., used to supplement written/printed text.

Performs related duties such as accompanying the blind employee to meetings, conferences, and training sessions.

Assists in the research and collection of information and documentation for use by the blind employee in performing appropriate work.

Extracts data form correspondence, interview notes, etc., and compiles narrative reports upon which the blind employee can base a decision as to the appropriate course of action.

Maintains the necessary files, records and controls to insure access to desired information.  Files include administrative files, statistical information and other materials related to office functions.

Searches files, contacts others for information, or compiles library reference material for studies, meeting, conferences, etc.

FACTOR 1. - KNOWLEDGE REQUIRED BY THE POSITION

Knowledge of the English language to read and summarize materials for the blind employee.

Knowledge of basic or commonly used rules of grammar to express clearly the information being read and knowledge of formats used in the preparation of documents.

Comprehensive knowledge of [AGENCY NAME] organizational structure as it pertains to the blind employee's duties and responsibilities.

Knowledge of the organization of the office files and the purpose and content of the documents in the files.  Knowledge of the clerical steps in processing documents, filing and retrieving information, and preparing reports.

Basic knowledge of extensive technical information and vocabulary used by the blind employee in the performance of his/her duties.

Depending on the position and responsibilities of the blind employee, additional knowledge may be acquired through on‑the‑job training, experience, or a development period of some months before the incumbent is at full working capacity.

Knowledge of the function of the blind employee and of the mission of his/her organization sufficient to read and provide research and reports to him/her.

Skill in reading handwritten and/or printed work clearly, rapidly and distinctly with proper pronunciation.

Skill in describing nonwritten material to blind individuals such as detailed charts, pictures and tables.

FACTOR 2. - SUPERVISORY

The onsite supervisor will make the determinations as to the need for a reader. The supervisor determines when the reader accompanies the blind employee to off‑site training and conferences where reasonable accommodation is unavailable.

The supervisor, with the blind employee, determines if the needs of the blind employee are being met and assures that the relationship between the reader and the blind employee is effective.

The supervisor is responsible for the overall guidance, review and evaluation of the incumbent; however, the blind employee directs and reviews the reader's duties on a day‑to‑day basis.  The blind employee has the incumbent read and describe various complex/technical material pertinent to the job performed by the blind employee.

FACTOR 3. - GUIDELINES

Guidelines include some oral and written instructions of office procedures and numerous written guides covering agency wide and local policies.  Guidelines include varying numbers of procedural guides such as instructions, regulations, manuals, precedents, etc., used by the blind employee.  Guidelines are generally available and applicable to those situations handled by the blind employee.

In addition to having a full working knowledge of those guidelines used by the blind employee, the incumbent must also be familiar with clerical/technical guidelines such as style manuals and agency instructions concerning correspondence, formats, etc.

The incumbent adheres to proper usage of English language using terminology and descriptions related to the work of the blind employee. The incumbent must operate under the provisions of the Privacy Act in dealing with sensitive material.

Discretion and selectivity are used in choosing the appropriate clerical guidelines; however, this judgment may only be extended to substantive technical guides by direction of the blind employee.

FACTOR 4. - COMPLEXITY

The reader will provide services on a one‑to‑one basis in formal and/or informal settings.  At the direction of the blind employee, the incumbent may determine which of several alternatives to use

in communicating information to the blind employee, i.e., reading the complete text or summarizing lengthy documents.  Material read often ranges from simple memorandums to comprehensive technical policies and/or procedures including journals, correspondence, etc.  Work consists of complex, substantive clerical transactions which involve widely varying procedures and steps performed in any of a wide variety of sequences.   The nature and variety of

assignments is such that the determination of what steps and procedures are necessary.

FACTOR 5. - SCOPE AND EFFECT

The purpose of the position is to provide accurate reading services of printed job‑related materials to the blind employee.   The efforts of the incumbent have a direct effect on the ability of the blind employee to receive and disseminate the information and perform the assigned tasks of his/her position.

The work involves performing a variety of clerical and technical processes in support of the blind employee.  The work product affects the accuracy and acceptability of the blind employee's performance.

FACTOR 6. - PERSONAL CONTACTS

Contacts are with the blind employee, his/her supervisor, fellow employees and any other individuals with whom the blind individual must have contact in performance of his/her official duties.  Contacts include high-ranking officials in other agency offices or in organizations outside HCFA.

FACTOR 7. - PURPOSE OF CONTACTS

The contacts are to obtain, clarify and give and/or receive information.

FACTOR 8. - PHYSICAL DEMANDS

The uniqueness of this position requires skill to read, write and scan continuously for long periods without break.

FACTOR 9. - WORK ENVIRONMENT

The work is performed in a typical office setting. 

