POSITION:	Secretary/Stenography (OA), GS-0318-05   (0138-05B)





0  1  2  3  4	1.	Serve as secretary and senior office assistant.


0  1  2  3  4	2.	Work closely with the supervisor in establishing and maintaining 


		an orderly administrative process for the office.


0  1  2  3  4	3.	Research files to compile data and assemble information for 


		reports.


0  1  2  3  4	4.	Review and edit a wide variety of incoming correspondence 


		determining proper 	action.


0  1  2  3  4	5.	Review outgoing correspondence and reports prepared by the 


		professional staff to ensure proper format and grammatical 


		content.


0  1  2  3  4	6.	Make travel arrangements to include request for orders,


		itinerary, points of contact, transportation, and hotel 				accommodations.


0  1  2  3  4	7.	Make recommendations and decisions in establishing priorities.


0  1  2  3  4	8.	Serve as recorder for meetings and conferences.


0  1  2  3  4	9.	Explain non-technical policies and procedures to supervisor's 


		subordinates.


0  1  2  3  4	10.	Instruct and assist others on procedural matters and office 


		protocol.


0  1  2  3  4	11.	Receive and screen telephone calls.


0  1  2  3  4	12.	Meets and greet visitors, making referrals as necessary.


0  1  2  3  4	13.	Operate an electric typewriter, word processing system, and 


		personal computer.


0  1  2  3  4	14.	Operate an electronic mail system.


0  1  2  3  4	15.	Operate FAX equipment.


0  1  2  3  4	16.	Take verbatim dictation.


0  1  2  3  4	17.	Transcribe dictation into draft and/or final format.


0  1  2  3  4	18.	Track suspense actions.


0  1  2  3  4	19.	Maintain office files.


0  1  2  3  4	20.	Prepare travel orders.


0  1  2  3  4	21.	Process travel orders upon completion of TDY.


0  1  2  3  4	22.	Resolve administrative complaints from customers.


0  1  2  3  4	23.	Maintain activity calendar and schedule a wide variety of 


		committee meetings.


0  1  2  3  4	24.	Make commitments for the supervisor to attend meetings and 


		conferences without approval.


0  1  2  3  4	25.	Schedule appointments and maintain supervisor's daily, weekly, 


		and monthly calendar.


0  1  2  3  4	26.	Use Micro-Soft Desk Top Suite software to include Word Perfect 


		and Harvard Graphics.


0  1  2  3  4	27.	Serve as primary assistant in managing social functions.


0  1  2  3  4	28.	Monitor and maintain time and attendance records for 


		employees using electronic system.


0  1  2  3  4	29.	Receive, sort, reconcile, distribute Leave and Earning 


		statements.














