

	Position Description

	PD#: EK80928 (modified for sample purposes)
	 
	Replaces PD#: 

	Sequence#: VARIES

	SECRETARY (OA)

GS-0318-04

	 
	  


	Servicing CPAC: FORT SILL, OK



	
	Agency: VARIES

MACOM: VARIES

Command Code: VARIES
 

Region: SOUTHWEST




	 

	Citation 1: OPM PCS SECRETARY SERIES, GS-318, JAN 79
	
	
	

	Citation 2: OPM OFFICE AUTOMATION GEG, NOV 90
	
	
	

	PD Library PD: NO

	COREDOC PD: NO

	 

	Classified By: TROY WELCH 

	Classified Date: 04/24/1998

	 


	FLSA: NON-EXEMPT
	Drug Test Required: VARIES   
	DCIPS PD: NO

	Career Program: 
	Financial Disclosure Required: NO   
	Acquisition Position: NO 

	Functional Code: 
	Requires Access to Firearms: VARIES
	Interdisciplinary: NO

	Competitive Area: VARIES
	Position Sensitivity: VARIES
	Target Grade/FPL: 04

	Competitive Level: VARIES
	Emergency Essential:  

   [ ]


	Career Ladder PD: NO

	Bus Code: VARIES
	Personnel Reliability Position: VARIES
	Information Assurance: 

	PD Status: VERIFIED 

	 


	Duties:
DUTIES NEED PERCENTAGES

MAJOR DUTIES

Serves as management assistant to the Alcohol and Drug Control Officer (ADCO). Based on the detailed working knowledge of the organization, the incumbent manages issues/problems associated with the administrative and clerical requirements. The incumbent must actively manage the office in the absence of the ADCO.

1. Administrative and Clerical Duties in support of the Alcohol and Drug Abuse Prevention and Control Program (ADAPCP).  Receives telephone calls finding out nature of requests for assistance, providing general nontechnical information. Manages routine matters, and on the basis of knowledge of operations and programs, refers other inquiries to appropriate personnel. Reads and interprets higher headquarters SOPs, regulations, and guidance (Army, DOD, MACOM, installations).  Performs clerical and technical work in support of budget analysis and administration. Maintains all budget records, oversees new purchases as well as local purchase, and re-ordering supplies, etc. POC for all administrative functions of ADAPCP, i.e., Records Management, prepares monthly/quarterly/annual stats and reports submitted thru ADCO for higher headquarters.  Serves as central point for electronically generated information for the ADCO, which involves talking with all ADAPCP personnel, including counseling personnel, as well as commanders, activity directors, and others with questions or requests for information.  Coordinates and documents PCs gains of enrolled patients coming to Fort Sill and PCs losses for patients leaving Fort Sill while still enrolled in the ADAPCP. This includes correspondence with other installations worldwide.  Coordinate work and traffic flow within the program, and ensure staff members are kept informed and current on routine office procedures.  Serves as printing and publications/forms assistant for the division.  Serves as alternate Terminal Area Security Officer (TASO) for division. As alternate TASO resolve routine error conditions and perform routine operator maintenance, add/delete/change information in system data base.  Coordinates with Army Center for Substance Abuse Program (ACSAP) for requested drug and alcohol background check.  Coordinates and retrieves past data information on enrolled patients.  Prepares and maintains personnel actions. Compiles, maintains and prepares manpower documentation and reports. Maintains time and attendance cards.  Maintains Base and Senior System Civilian Evaluation Report and ensure evaluations submitted by suspense date.  

Assists ADCO in DUI/DWI Awards Program. Answers questions and provides guidance to units submitting recommendations for award. Ensures recommendations conform to established local directive, types and formats certificates for signature. Ensures preparation and format of certificates signed and available for presentation.  Maintains TDY and budget for the division. Prepares and consolidates the budget to include estimates based on requests and makes recommendations as to accuracy and propriety of these estimates. Maintains status of separate accounts and monitors expenditures of funds to ensure obligations do not exceed allocations.  Serve as Records Manager acting as liaison between the division and Installation Records Management Officer. Advises division personnel on proper use of files and procedures, and policies for disposition.  Prepares and screens correspondence and reports for procedural and grammatical accuracy, conforming with general policy and accuracy of references cited.  Makes appointments following general guidelines provided by the ADCO. Obtains background material necessary to familiarize supervisor with subjects to be considered before scheduled meetings. As requested, finds out status of projects, correspondence and reports; verifies facts, regulatory sources and dates of scheduled events. Receives requests for statistical information or informative material concerning functions under supervisor's control; obtains information from office files or technical personnel and follows up to assure timely response.  Requisitions office supplies, equipment, publications.  Advises and helps staff personnel in preparation of Resource and Performance Report (RAPR). Complies and consolidates the monthly and quarterly RAPR. Ensures compliance according to AR 600-85. Furnishes statistical data for various reports to higher headquarters.  50%

2. Office Automation.

Supports Division staff by using automated equipment to produce charts for briefings, workshop flyers, training, and announcements. Operates automated and computerized systems, e.g., word processors/work stations linked to a computer and associated equipment such as high speed printers. Transmit, receive and acknowledge electronic mail and messages. Uses various software packages to electronically generate standard and special ADAPCP reports. Inputs, updates, and retrieves information within computer database. Instructs and provides user assistance to desk clerks, special duty, and others required to operate automated equipment in admin section.  50%

PERFORMS OTHER'DUTIES AS ASSIGNED.

CONDITION OF EMPLOYMENT: Incumbent must sign a DA Form 5019-R (Condition of Employment for Certain Civilian Positions Identified as Critical Under the Drug Abuse Testing Program).

Assignment to duties other than those above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by appropriate Operating Office submitting a Request for Personnel Action to detail, temporarily promote or to permanently assign employee to the appropriate job.

Factor 1. Knowledge Required by the Position, Level 1-3, 350 Points

Knowledge of the organization's functions and procedures to perform such duties as referring phone calls and visitors, and providing general nontechnical information. Knowledge of requisition procedures. Knowledge to maintain and consolidate budget information. Knowledge of procedures required to maintain time and attendance records and to prepare personnel forms such as SF-52's, performance standards, etc.
Knowledge of the office filing system and various references commonly used by the staff in order to classify search for, and dispose of files and records. Skill in operating an electronic typewriter, word processor, personal computer, or computer terminal (using a standardized typewriter style keyboard with additional function keys) and various related equipment such as a printer, modem etc. Knowledge of processing procedures and function keys to perform several basic office automation functions/tasks such as (1) transmitting, receiving, and acknowledging electronic mail and messages (PROFS); (2) storing and retrieving electronic documents or files; (3) producing letters/ memoranda, reports, etc, much in the same way as they would be typed on a standard typewriter as well as inserting and deleting text, printing standardized paragraphs and activating the printer; (4) entering data into a predefined spreadsheet or database. Knowledge of grammar, spelling, capitalization, and punctuation used to prepare material from handwritten drafts or voice recordings. Knowledge of standard processing procedures, formats, clerical procedures, and common terminology of the office for which the work is performed. Skill of a fully qualified typist.

WORK SITUATION A - Internal procedures are simple and informal, and the supervisor usually coordinates the work through face-to-face discussion with the staff.

Factor 2. Supervisory Controls, Level 2-2, 125 Points

The supervisor provides assignments generally indicating what is to be done, quantity expected, deadlines, and priorities. Additional instructions are provided for new, difficult, or unusual assignments. Incumbent uses initiative to perform independently recurring office work. Work is performed as it arrives, or in accordance with established priorities and instructions. Only problems and unfamiliar situations not covered by instructions are referred to the supervisor, who checks completed work for accuracy and compliance with instructions and established procedures.

Factor 3. Guidelines, Level 3-2, 125 Points

Uses established guidelines for office automation tasks and other clerical procedures which are in the form of manufacturer's manuals, tutorials for users, agency correspondence procedures, style manuals, technical dictionaries, sample work products, etc. Uses judgment in locating, selecting, and applying the most appropriate automation task or function (e.g. copy, delete, search, print, etc.) and other clerical tasks. Situations involving significant deviations from established guidelines or the absence of adequate guidelines are referred to the supervisor or to a higher graded worker.

Factor 4. Complexity, Level 4-2, 75 Points

The clerical duties performed include the full range of procedural duties in support of the office. The automation duties involve using different functions, formats, and software packages depending on the type of document, table, report, etc. Incumbent must recognize differences in existing procedures and applications and make choices from established alternatives such as the most appropriate software package and format to use, the best printer, etc. Also, recognizes discrepancies and corrects errors in spelling, grammar or punctuation and questions originator in such matters as improper format, missing information and content.

Factor 5. Scope and Effect, Level 5-2, 75 Points

The purpose of the work is to carry out specific procedures. The work affects the accuracy and reliability of further processes.

Factor 6. Personal Contacts, Level 6-2, 25 Points

Most contacts are with employees within the immediate organization or installation, and representatives of other Army commands and activities.

Factor 7. Purpose of Contacts, Level 7-2, 50 Points

Contacts are for the purpose of clarifying or exchanging information, making appointments and providing employees with guidance and help on administrative, automation, and clerical procedures.

Factor 8. Physical Demands, Level 8-1, 5 Points

The work places no special physical demand on the employee. The work includes some walking, standing, bending, and carrying of light items such as paper and books.

Factor 9. Work Environment, Level 9-1, 5 Points

The work environment involves the normal risks and discomforts typical of an office.

TOTAL POINTS = 835
RANGE = 655-850 = GS-04

	Evaluation:
CL: 000A





SAMPLE GS “FES” FORMAT





We call this an “embedded evaluation statement when all evaluation information is included in the body of the PD.
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