





POSITION AND LOCATION:  ADMINISTRATIVE SUPPORT ASSISTANT (OFFICE AUTOMATION), GS-303-7








0  1  2  3  4	1.	Estimates resource needs, developing narrative and quantitative 


		analysis and justification.


0  1  2  3  4	2.	Prepares and submits annual operating budget estimates.


0  1  2  3  4	3.	Approves expenditures within allocated resources.


0  1  2  3  4	4.	Coordinates development and revisions of special tasks, strawman 


		reviews and headquarters reviews.


0  1  2  3  4	5.	Provides input and resolves conflicts in reports or responses to 


		management requirements of higher headquarters.


0  1  2  3  4	6.	Maintains and operates several automated systems with current 


		information and generates appropriate reports.


0  1  2  3  4	7.	Coordinates personnel actions with appropriate technical areas of 


		Civilian Personnel Management.


0  1  2  3  4	8.	Provides guidance on preparation of personnel standards, 


		performance appraisals, request for personnel actions, etc.


0  1  2  3  4	9.	Maintains the civilian table of distribution and allowances.


0  1  2  3  4	10.	Serves as training coordinator.


0  1  2  3  4	11.	Serves as incentive awards coordinator.


0  1  2  3  4	12.	Monitors and administers TDY travel requirements for the 


		organization.


0  1  2  3  4	13.	Screens incoming documents and correspondence, determines 


		what requires supervisor’s attention or refers to appropriate source.


0  1  2  3  4	14. 	Maintains suspense files.


0  1  2  3  4	15.	Reviews outgoing correspondence for accuracy and ensures 


		proper format, spelling, grammar, etc.


0  1  2  3  4	16.	Establishes and implements new office policy and procedures.


0  1  2  3  4	17.	Maintains supervisor calendar.


0  1  2  3  4	18.	Arranges for large meetings or conferences.


0  1  2  3  4	19.	Maintains time cards for the office.


