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NATIONAL PARK SERVICE
BENCHMARK POSITION DESCRIPTION

Archivist
GS-1420-05

Introduction

As a trainee, the incumbent performs duties designed to orient the employee in the
application of academic theories and basic principles to natural and/or cultural
resources work. Some assignments are similar to those assigned to nonprofessional
employees, but such tasks are primarily for training purposes, and, in some cases, to
relieve higher-grade professionals of routine work. This position prepares the
incumbent to exercise the responsibilities and perform the wide range of duties as
reflected in the position description at the full performance level.

Major Duties (80-100%)

Receives formal and on-the-job instruction and training designed to familiarize
incumbent with functions and operations of the organization, and to provide
experience in the practical application of basic natural and/or cultural techniques and
concepts.

As a trainee, performs duties that are designed to orient the employee to NPS
programs, and is provided training in the basic concepts, regulations, policies,
guidelines, and practices associated with natural and/or cultural resources.
Assignments are designed to provide experience in the application of principles,
procedures, and work technigues to actual operating situations.

Accompanies and observes higher-graded employees and/or the supervisor in their
presentation of briefings, lectures, multi-media shows, etc. Assists in complex
presentations and may be required to conduct simple presentations.

Researches technical reports or other documents to obtain information for higher
graded professionals. Assists in the preparation of graphs, charts or tables for use by
others. Applies basic formulas to routine calculations. May be required to draft text
for inclusion in-documents.

Factor 1. Knowledge Required by the Position Level 1-5; 750 points

Professional knowledge of natural and/or cultural resources comparable to a pertinent
bachelor's degree program which would enable the incumbent to perform trainee-level
duties.

Ability to communicate both verbally and in writing in order to explain procedures,
regulations and findings, and to draft letters, memoranda, sections of reports, etc.

Factor 2. Supervisory Controls Level 2-1; 25 points
Works under the close supervision of a higher-graded employee who assigns work on




the basis of specific and detailed instructions as to what is required.

The supervisor is frequently consulted on matters not specifically covered in the
original instructions or guidelines. Work is reviewed in progress and on completion for
technical accuracy and conformance with instructions.

Factor 3. Guidelines Level 3-1; 25 points

Guidelines include technical manuals, directives, instructions, and criteria that are
detailed and directly applicable. Incumbent works in strict adherence to the
guidelines, consulting the supervisor before any deviations are made.

Factor 4. Complexity Level 4-2; 75 points

Assignments consist of specific, often related tasks, designed to orient the trainee in
the practical application of theory and basic principles associated with natural and/or
cultural resources work. These tasks usually consist of routine and detailed work
involved in projects of higher-graded professionals.

Factor 5. Scope and Effect Level 5-1; 25 points

The purpose of the work is to orient the trainee in the practical application of
academic theory and basic principles of professional natural and/or cultural resources
work. The effect of the work is to facilitate the work of higher-graded professionals
within the immediate office.

Factor 6. Personal Contacts Level 6-1; 10 points
Contacts are with higher-graded professionals, technicians, and other co-workers
within the immediate office and related units.

Factor 7. Purpose of Contacts Level 7-1; 20 points
Contacts are for the purpose of obtaining or giving information directly related to the
work.

Factor 8. Physical Demands Level 8-2; 20 points

The work requires some physical exertion such as long periods of standing; walking
over rough, uneven, or rocky surfaces; recurring bending, crouching, stooping,
stretching, reaching, or similar activities; and, recurring lifting of moderately heavy
items.

Factor 9, Work Environment Level 9-1; 5 points
Work is performed both indoors and occasionally outdoors with moderate risks.

Total Points 955



