POSITION: 	Supervisory Administrative Services Assistant (OA), GS-303-6  target GS-303-7





0  1  2  3  4	1.	Supervise employees, evaluate performance, approve leave, 			recommend awards.  


0  1  2  3  4	2.	Plan, review and assign work to subordinate employees.   


0  1  2  3  4	3.	Initiate recruitment paperwork, select and train new employees.  


0  1  2  3  4	4.	Automate administrative functions for an office.  


0  1  2  3  4	5.	Utilize DA CYBIS system to transmit, edit and receive electronic 			reports.  


0  1  2  3  4	6.	Oversee administrative enrollment processes for all Education 			Center programs.  


0  1  2  3  4	7.	Compile data and prepare and generate reports and data for 			reports.  


0  1  2  3  4	8.	Oversee and process tuition assistance forms, collection actions 			and invoices for all on-post schools and four state service area.  


0  1  2  3  4	9.	Maintain accounting files for organization reflecting commitments 			and obligation of funds.  


0  1  2  3  4	10.	Maintain administrative and classroom facilities to include 				monitoring projects and work orders.  


0  1  2  3  4	11.	Serve as organization central contact for funds, and credit card 			holder to include managing credit card account.  


0  1  2  3  4	12.	Maintain supply and property accounts.  


0  1  2  3  4	13.	Serve as action officer for bi-annual graduation ceremony and 			Quality of Life Expo.  


0  1  2  3  4	14.	Maintain organization files and suspenses, and coordinate input to 			activity for periodic requirements.  














