POSITION:	Secretary (Stenography/OA), GS-318-08  (0318-08)





0  1  2  3  4	1.	Maintain an orderly administrative process for the office.


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


		reports.


0  1  2  3  4	3.	Review outgoing correspondence and reports for procedural and 


		grammatical accuracy, conformance with general policy and 


		Correspondence Manual.


0  1  2  3  4	4.	Make travel arrangements to include travel orders, itinerary, points 


		of contact, transportation, hotel accommodations, and VIP 


		considerations.


0  1  2  3  4	5.	Process travel orders upon completion of TDY.


0  1  2  3  4	6.	Arrange business conferences and social functions.


0  1  2  3  4	7.	Gather and provide information relative to administrative issues.


0  1  2  3  4	8.	Receive and screen telephone calls; meet and greet visitors and 


		make referrals as necessary.


0  1  2  3  4	9.	Operate an electric typewriter, word processing system and 


		personal computer.


0  1  2  3  4	10.	Take and transcribes dictation.


0  1  2  3  4	11.	Record proceedings of business meetings ranging in difficulty from 


		simple summaries to verbatim transcripts which identify speakers 


		and contain technical logistics terminology.


0  1  2  3  4	12.	Maintain office files.


0  1  2  3  4	13.	Maintain supervisor's official and social calendar.


0  1  2  3  4	14.	Prepare administrative correspondence such as thank-you notes 


		and letters of appreciation.


0  1  2  3  4	15.	Prepare official correspondence, searching files or requesting 


		subordinate offices for necessary information.


0  1  2  3  4	16.	Possess a knowledge of military protocol, arranging various visits 


		and special functions official guest lists, seating arrangements, 


		recognizing visitors, etc.


0  1  2  3  4	17.	Use graphics software package.


0  1  2  3  4	18.	Operate an electronic mail system.
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