POSITION:	Management Ass't (Stenography, OA), GS-344-07  (0344-07)





0  1  2  3  4	1.	Provide administrative assistance to the head of an organization.


0  1  2  3  4	2.	Review requests for staff study documents, correspondence, 


		copies, data accumulation, and develop internal procedures for 


		such review.


0  1  2  3  4	3.	Gather actual, historical and statistical data available in the 


		organization files, or automated systems.


0  1  2  3  4	4.	Contact appropriate employees to discuss problems, gather data, 


		and to secure support for the organization.


0  1  2  3  4	5.	Develop recommendations based on information gathered.


0  1  2  3  4	6.	Serve as central point of information on a wide variety of matters 


		pertaining to the branch.


0  1  2  3  4	7.	Serve as training coordinator.


0  1  2  3  4	8.	Ensure all employees selected for training meet prerequisites, are 


		notified, and can attend class.


0  1  2  3  4	9.	Manage incentive awards program for an organization.


0  1  2  3  4	10.	Recommend appropriate awards to include preparation of 


		justification and other required documentation.


0  1  2  3  4	11.	Maintain incentive awards records.


0  1  2  3  4	12.	Research database information and maintain current information 


		on work in progress.


0  1  2  3  4	13.	Isolate problem areas and study work flow to eliminate causes of 


		noncompliance with schedules or missed suspense’s.


0  1  2  3  4	14.	Work with supervisors in other divisions to identify work 


		deficiencies and other problems.


0  1  2  3  4	15.	Maintain files, review existing forms or create new ones, and 


		manage the clerical work of an organization.


0  1  2  3  4	16.	Responsible for ensuring personnel in an organization are kept 


		current in terms of 	information on projects.


0  1  2  3  4	17.	Use WordPerfect, Lotus 1-2-3, and STARCIPS-R.


0  1  2  3  4	18.	Use computers.


0  1  2  3  4	19.	Organize flow of clerical process.


0  1  2  3  4	20.	Proofread final product.


0  1  2  3  4	21.	Maintain log of all in/out going correspondence.




















