POSITION:	Secretary (OA), GS-318-06  (0318-06C)





0  1  2  3  4	1.	Possess a knowledge of office procedures for filing, routing, and 


		updating forms and documents.


0  1  2  3  4	2.	Possess a knowledge of manpower recording systems, schedules, 


		UCAPERS reporting codes and procedures.


0  1  2  3  4	3.	Manage the office of and serve as personal secretary to the Chief, 


		Nutrition Care Division.


0  1  2  3  4	4.	Serve as authority and instruct other clerical and administrative 


		staff personnel on correspondence preparation, personnel actions, 


		and administrative procedures.


0  1  2  3  4	5.	Screen personal visitors and telephone calls to the office.


0  1  2  3  4	6.	Ascertain nature of business and either provides necessary 


		information or refers them to other staff members.


0  1  2  3  4	7.	Initiate personnel action requests for the Division using the TDA 


		coordinating with Manpower and Budget personnel as necessary.


0  1  2  3  4	8.	Type, using work processing programs, a variety of narrative and 


		tabular material.


0  1  2  3  4	9.	Type from brief notes or handwritten draft a variety of letters, 


		decision papers, efficiency reports, military/civilian award 


		recommendations, SOPs, regulations, patient menus and other 


		documents.


0  1  2  3  4	10.	Maintain weekly Personnel Utilizations System Personnel Time 


		Schedule Worksheet.


0  1  2  3  4	11.	Maintain employee time and attendance information.


0  1  2  3  4	12.	Establish and maintain internal control to monitor the expenditure 


		of TDY funds by Nutrition Care personnel.


0  1  2  3  4	13.	Prepare TDY orders and associated paperwork.


0  1  2  3  4	14.	Monitor Division budget to ensure expenditures do not exceed 


		authorized TDY budget for the year.
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