PD # 1800

Administrative Assistant

Supervisory Controls

Serves under the Director/Chief who assigns work, projects, outlines objectives, sets priorities and provides guidance.  Employee utilizes experienced judgment to responsibly complete difficult assignments to assure productive office administration techniques are used in managing the office. Employee uses independent judgment and applies available resources to complete tasks and deliver required final products in a highly and efficient and effective manner. Employee work is reviewed for compliance, adherence to guidance, regulations, procedures, and soundness of conclusion and recommendations. 

Major Duties

Serves as the Administrative Support Assistant for the assigned organization on administrative, logistical, and fiscal services which have an impact on all areas of the organizations mission. Provides, obtains, and coordinates the administrative services and integrates with the overall staff functions. Resolves routine problems and implements procedural changes.  Handles the day-to-day management and oversight of administrative activities of the office, performing a full range of program duties to ensure smooth operation. 

1.  Assists in the origination, development, formulation and execution of administrative policies and procedures as they pertain to the overall administrative management of the office.  Provides assistance to the staff by maintaining up-to-date regulations and guidance related to all functional areas.  Works with technical staff to ensure that policies, procedures and regulations are current and distributed accordingly.  Independently establishes the office administrative procedures to assure compliance with established regulations and guidance as well as creating administrative standard operating procedures necessary for effective organizational performance. Resolves problems arising from external administrative activities. Reviews staff actions/correspondence for completeness, accuracy, and adherence to policy.      

                                                                                                            20%

2.  Provides basic information to customers on a variety of administrative organizational aspects.  Monitors the budget and serves as the inventory control point of contact for the office. Serves as the personnel point of contact for personnel issues and required action as appropriate.  Responds to non-technical questions and is considered the expert on administrative functions/issues. 30%

3.  Provides clerical administrative support to the organization; receiving visitors and telephone calls, maintaining the Civilian Personnel Officer’s calendar, making appointments, receiving, reviewing and distributing incoming mail.   Follows established procedures or office policies to gather pertinent information from office files and/or sources.  Receives calls and greets visitors.  Answers basic questions in staffing, classfication, management employee relations, and benefits, referring technical issues to the appropriate staff member.  Responsible for all incoming/outgoing mail. Drafts basic coorespondence for review.                                      

                                                                                                            20%

4.  Determines requirements for office equipment, supplies, space, telephones and other logistical services. Procures supplies and equipment in coordination with the supervisor.  Performs forms management functions and ensures availability of all forms and update publications are requisitioned.  Developes a comprehensive suspense log and monitors the status, reminding staff of suspenses due.  Monitors response for accuracy and timely completion of actions and scheduled recurring reports. Inputs time and attendance, monitors use of annual and sick leave and coordinates with supervisors on all aspects of effective leave management.  Monitors the expenses of equipment and supplies.                                                                                            

                                                                                                            10%

5.  Types a variety of narrative and tabular material into automated equipment (i.e., word processor or minicomputer).  Uses automated data processing systems commands to create and delete files, search files and records, store or extract material from a variety of software to include word processing packages, transmit information, and generate cumulative, statistical, tabular, narrative and graphic reports. Reviews and releases the finished product.  Correct errors in grammar, spelling and punctuation as needed and ensures compliance with governing regulatory guidance.  Refers to dictionaries, style manuals and establishes typing and correspondence policies of the organization.  

                                                                                                           20%

Performs other duties as assigned.

Incumbent must be able to obtain and maintain a SECRET clearance.

Evaluation Statement
1. References:  OPM PCS, Grade Level Guide for Clerical and Assistant Work, 

                        Jun 89.

                        OPM PCS, Misc. Clerk & Asst. Series, GS-303, Jan 89

                        OPM PCS, Office Automation GEG, Nov. 90

2. Series and Title Determination:  This position performs administrative support work for the assigned organization.  The work requires extensive knowledge in office administration and a general knowledge of the organization’s mission. A significant knowledge of office automation systems plus the skill of a qualified typist is required of this position.   Appropriately, this position is assigned to the GS-303 series and titled, Administrative Support Assistant (OA).   

3.  Grade Determination:  The position is graded by the use of the Grade Level Guide for Clerical and Assistant Work.  Grade determination is evaluated by two criteria; Nature of Assignment and Level of Responsibility.

NATURE OF ASSIGNMENT:

This position performs administrative requirements for the organization.  Extensive knowledge of administrative rules and regulations is expected to perform the full range of duties assigned.  Evaluative methods are used in the development of SOP’s to ensure that they meet standing regulations and/or guidance, ensuring also that SOP’s considers the overlap of all personnel functional areas.  Extensive organizational advice requires a knowledge of organizations operations and systems sufficient to identify basic problems, seek solutions according to applicable regulations. Work also full responsibility for administrative functions of the organization to include answering calls and answering basic questions, keeping the supervisor’s calendar, maintaining a file system in accordance with related rules and regulations, knowledge of supply procedures, developing and maintaining a comprehensive suspense log, maintain office policies and procedures in various functional areas.  For this element, position meets the full intent at the GS-06 grade level.

LEVEL OF RESPONSIBILITY:

Supervisor assigns work by defining objectives, priorities, and deadlines and provides guidance on assignments which do not have clear precedents.  The employee works in accordance with accepted practices and completed work is evaluated for technical soundness, appropriateness, and effectiveness in meeting goals.  

Employee is considered the expert  in administrative functions and  personnel initiative.  Incumbent works independently in completing assignments and work is reviewed to ensure compliance with regulations, guidance and meeting ojectives and goals defined by the supervisor. 

Extensive guides in the form of instructions, manuals, regulations and precedents apply to the work.  Regulations vary in the functional areas of the organization and the employee must be able to locate and select the appropriate regulation and/or guidelines to accomplish assignments.  Procedural problems may arise which require interpretation and adaptation of established guides.  Supervisor and/or senior staff members are available when existing guidelines do not apply.

Contacts are with a variety of persons within the serviced population and outside the serviced population.  Contacts are for the purpose of receiving and providing information related to the work or for the purpose of resolving operating problems in connection with recurring responsibilities.

This meets the full intent of the GS-06 grade level.  

Office Automation knowledge does not exceed the GS-06 grade level. 

FLSA:  Exempt (meets the criteria for administrative exemption).

Determination:  Administrative Support Assistant (OA), GS-303-06. 
