STOREKEEPERS AND YEOMEN

Yeoman (¥YN). A yeoman must be familiar
with official letter and report s, routing and
correspondence, and with the Coast Guard filing
system. He or she rms typing and clerical
duties, prepares reports, maintains office records
and files, and operates office machines. He or she
is an expert on Coast Guard regulations, man-
circular lotters, and direct s in charge
of personnel records, and furnishes information
on ratings, insurance, ir l|=|1ur|ul\nn and pro
mations. Yeon
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prepares requisitions, e, and chécks incoming sup-
plies and s for quantity; he or she may per-
form some disbursing duties. He or she operates
a typewriter and other office machines. In the
higher pay grades he processes all matters per-
taining to Coast Guard pay rolls and the disburs.
she pre
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