





POSITION AND LOCATION:  PROTOCOL ASSISTANT (OA), GS-303-7, OFFICE OF THE COMMANDING GENERAL, FT RILEY, KS








0  1  2  3  4	1.	Meet and deal with a variety of people to coordinate arrangements 


		and disseminate information.


0  1  2  3  4	2.	Work independently to plan and accomplish own work..


0  1  2  3  4	3.	Work under pressure and changing working conditions to meet 


		deadlines and suspense’s.


0  1  2  3  4	4.	Plan, coordinate and organize on short notice.


0  1  2  3  4	5.	Plan, coordinate, and execute regularly scheduled social functions 			such as Hail and Farewell, etc., in accordance with accepted 			military rules.


0  1  2  3  4	6.	Independently research and rapidly obtain information from 				applicable procedures and regulations.


0  1  2  3  4	7.	Interact with the command group and distinguished visitors.


0  1  2  3  4	8.	Keep supervisor informed of work progress and significant 				developments.


0  1  2  3  4	9.	Work well with others and promote team harmony.


0  1  2  3  4	10.	Utilize computer for a variety of functions such as word processing 			spreadsheet, mail and graphics.


0  1  2  3  4	11.	Assign work, set priorities, train, and review work of others.


0  1  2  3  4	12.	Use correct grammar, spelling, punctuation and required formats.


0  1  2  3  4	13.	File documents utilizing the Modern Army Record Keeping System.


0  1  2  3  4	14.	Plan, coordinate, and implement arrangements for official visitors 	 		the installation in accordance with accepted diplomatic and military 			rules.


