POSITION:	Secretary (OA), GS-318-05  (0318-05C)





0  1  2  3  4	1.	Coordinate all administrative office matters.	


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


		special and periodic quarterly, monthly and yearly reports.


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


		determining proper action.


0  1  2  3  4	4.	Review correspondence and documentation to ensure proper 


		format and grammatical content.


0  1  2  3  4	5.	Make travel arrangements to include request for orders, 


		itinerary, points of contact, transportation and hotel 


		accommodations.


0  1  2  3  4	6.	Prepare travel order.


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


0  1  2  3  4	8.	Receive and screen telephone calls.


0  1  2  3  4	9.	Meet and greet visitors, making referrals as necessary.


0  1  2  3  4	10.	Operate an electric typewriter, word processing system, 


		microcomputer, and/or computer terminal.


0  1  2  3  4	11.	Operate an electronic mail system.


0  1  2  3  4	12.	Operate FAX equipment.


0  1  2  3  4	13.	Record highlights of branch or division meeting.


0  1  2  3  4	14.	Maintain suspense tracking system, follow up on and coordinate 


		completion of actions.


0  1  2  3  4	15.	Maintain office, administrative, and historical files.


0  1  2  3  4	16.	Maintain activity long range planning calendar.


0  1  2  3  4	17.	Make commitments for the supervisor and other branch 


		personnel to attend meeting and conferences without approval.


0  1  2  3  4	18.	Schedule appointments and maintain supervisor's daily, weekly,


		 and monthly calendar.


0  1  2  3  4	19.	Prepare and manage work orders.


0  1  2  3  4	20.	Maintain the spreadsheet program to track material costs, total 


		costs and manhours expenses.


0  1  2  3  4	21.	Obtain or provide information to a wide variety of personnel (all 


		ranks and levels of military and civilian personnel).
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