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INTRODUCTION

This position is located in the Office of the Project Manager for
Training Devices and assists the Secretary of the Project Manager and
Deputy Project Manager, by relieving her of clerical and -
administrative support work such as:

- Receives incoming calls and personal calls from diversified
sources. Determines the identity of the caller and nature of the
call. Refers to supervisors those calls requlrlng their personal
attention, basing such determination on the origin of the call and
knowledge of superiors activities, special interest areas, and
knowledge of the system requirements definition and the acquisition-
processes. Personally takes care of all other calls by: (1)
furnishing the desired information based on an intimate knowledge of
the PM and DPM’s pollc1es and previous decisions and a comprehensive
knowledge of operating programs and pending actions; or (2) referring
calls to cognizant staff of officers or to key personnel throughout PM
TRADE, STRICOM and NTSC as appropriate. Sensitive information
requiring special handling.

- Controls sensitive correspondence both 1ncom1ng and outgoing.
Receives and maintains this material in a manner which allows ready
access and control. Assure that all sensitive correspondence
generated within the office is properly designated.

- Arranges conferences and meetlngs, 1nform1ng partlclpants of
toplcs and prov1d1ng background information. Maintains
v1ewgraphs/35mm slides and other briefing materials as required for
use in briefing by the PM/DPM.

- Maintains the Project Manager /Deputy Pronect Mangers’ calendars
and schedules app01ntments and meetings upon own initiative based upon
personal knowledge of his work load and current 1ssues of importance.
Reminds supervisor of appointments and briefs superv1sor on the
matters to be considered before the scheduled meeting. On own
1n1t1at1ve reschedules appointments when it becomes apparent that
superv1sor will not be able to meet previous schedules or arranges for
a subordinate of the supervisor to represent the organization at the
conference based on knowledge of supervisor’s views.

- Coordinates the preparation and submission of the annual travel
budget and advises the PM on and maintains a ledger of PM travel
funds. Ensures that all personnel travellng on PM funds have
justlflcatlon approved by the proper authority, and that the PM is in
receipt of liquidated travel orders/vouchers for the posting and
forwarding to appropriate organizations.

Makes necessary arrangements for travel, arranglng schedules of
visits, making reservations, notifying organlzatlon and officials to
be visited and submitting travel vouchers and reports.

Reads 1ncom1ng correspondence, publications, regulatlons, and
directives which may affect PM TRADE. Determines those that can be
acted upon personally and takes necessary action. When necessary,
uses initiative to obtain clarification of instructions from
orlglnatlng offices or appropriate focal points. Determines which are
of importance or interest to the Project Manager or Deputy and refers
them accordingly. In other cases, prepares on own initiative, a
dlgest of content for a551stance of PrOJect Manager for the Deputy.
Assists subordinate echelons in 1nterpret1ng instructions and in
establlshlng action required of them. Briefs Project Manager or
Deputy Project Manager on such activity, its results, and status.



Response to requests for information concerning Project Manager or
Deputy Project Managers functions. Personally prepares responses on
schedule from source material. Anticipates need for information and
systematically prepares material so that it is immediately available
for supervisor’s needs. In the absence of the Project Manager or _
Deputy, in cases that would normally receive their personal attention,
assumes responsibility for ensuring that requests for action or
information are made known to responsible Division personnel who can
satisfy the request. Follows up on required actions and informs the
Project Manager of their status. When the Project Manager is absent
but accessible, decides whether important or emergency matters should
be brought to his attention.

Maintains control records on incoming correspondence and action .
documents and follows up on work in process to ensure timely reply or
action.

Assists supervisor'’s subordinates in the procedural aspects of
expediting the work of the office, including distributing the work
load of clerical help to take care of fluctuating work load;
explaining requirements and arranging for submission of data to be
assembled by the incumbent into general reports; and informing and
instructing clerical personnel concerning procedures for preparation
of correspondence.

Uses word processing software and printing equipment to create copy
and edit material. Transcribes various correspondence and reports
from handwritten drafts or verbal instruction into proper format, with
responsibility for correct spelling, grammar, capitalization and
punctuation. Transmits, receives, and acknowledges electronic mail
and messages, prints copies of incoming mail or messages.

Is be required to use graphics software to provide graphic symbols,
charts, and graphs for viewgraphs.

FACTORS
1. Knowledge required by the Position:

- Knowledge of the duties, priorities, commitments, and policies
of PM TRADE in order to perform non-routine assignments.

- Knowledge of the required reporting and general administrative
procedures of the US Army, SRICOM, NTSC and the application of various
procedures, requirements and points of contacts of defense
acquisitions systems in order to advise and instruct the clerical
staff.

- Skill in operating a typewriter, word processing equipment and
data base management. A qualified typist is required.

- Knowledge of office automation systems in order to use several
types of software for office needs. Skill in operating a keyboard to
key data into an automated systems, to make appropriate corrections,
store, retrieve, insert, delete data.

- Knowledge of grammar, spelling, punctuation, and US Army
formats.

- Work situation: The Project Manager for Training Devices with
approximately 50 civilian and military personnel, was chartered to
bring strong centralized direction to the development and acquisition
of training systems. Rather than being focused on a single materiel
system, PM TRADE manages a multiplicity of systems in various stages
of the materiel life cycle. 1Its misssion is to be the Army’s
principle project manager for RDT&E, and acquisition, and to perform



such other functions and tasks as directed by higher authority. It is
divided into three ma]or elements which include the Product Mangers
for Air Combat Training Systems, Close Combat Training Systems, and
Combat Support Training Systems.

2. Superv1sory Controls: The supervision for this position is the-
Deputy Project Manager. When matters are questionable or professxonal
decislions must be made, they are always referred to the superv1sor.
The supervisor spends considerable time away from the office; the
incumbent must therefore work independently. The incumbent plans and
carries out the work, handling problems and deviations in the
assignment in accordance with established policies. Completed work is
evaluated for adequacy, appropriateness, and conformance to
established policy.

3. Guidelines:

- Guidelines are available for the more routine aspects of the
work, and the PM provides for some assignments, but most of the time
the 1ncumbent relies on personal judgment to carry out the work in the
most effective manner.

- Guides include the policies, priorities and commitments of PM
TRADE, STRICOM, NTSC and the administrative policies and procedures of
the US Army and office system practices.

4., Complexity:

- The work includes various duties involving different and
unrelated processes and methods.

- The incumbent must identify and understand the interrelationship
between the various procedures, and controls between the various
operations of PM TRADE, STRICOM, USAMC, HQDA, and NTSC.

- Decisions regarding what needs to be done are based on
administrator’s knowledge of policies, priorities, and goals of the
PM.

5. Scope and Effect:

- The incumbent ensure that the clerical and administrative work
of the OPM conforms to the appropriate PM TRADE policy or procedure.
The incumbent reviewed the work of others and gives advice concerning
procedural requirements. The degree to which this is done will
affects the reliability and acceptability of the work of outside
organizations.

- The incumbent ensure that the other clerical staff have an equal
work load and con51ders the unlque abilities of each of the
clerical staff in making work assignments. The proper tralnlng and
education of each of the clerical staff and the appropriate
delegation of individual assignments is required for the maximum
potential of the PM mission to be realized.

6. Personal Contacts:

- Contacts include high level officials from HQDA, STRICOM, AMC,
TRADOC, and industry who deals with the PM on a wide variety of
matters.

7. Purpose of Contacts:

- The purpose of the work is to plan and coordinate the work of the
supervisor’ office.



8. Physical Demands:

- The incumbent’ work requires some walking, standing, bending and
carrylng light items such as books and papers. There may be an
occasional period of overtime work and occasional temporary duty of
2-3 days to other locations in the US.

9. Work Environment:

- The work is normally performed in an office settlng and may be an
infrequent instance where the work may be performed in conference
rooms, meeting halls, or other similar surroundings.



PERSONAL DATA - PRIVACY ACT OF 1974
GNLCA—NL08420001 CPCN
NL(08460001
JEE PAS-AUTH **NLAR0191
=] ORG-STRUCT-ID-SHRED **TRADE ¥
AGCY-CD **AR
. AGCY-SUB-ELM-FLAG **XL -
JPE GSA-GEOLOC **ORLANDO ORANGE FL
*%122360095
JBN DT-PD-CLASSIFIED **92 OCT 30
JPL DT-POSN-ESTB **92 NOV 12
JPM DT-LAST-POSN-AUDIT **92 NOV 12
JGB POSN-NTE-DATE **888888
JPC POSN-TITLE **SECRETARY (OFFICE AUTOMATION)
JQJ CURR-PAY-PLAN **GS
JQP OCUPTNL-SRS **SECRETARY **(0318
JA0 POSN-GR-CIV **06
JQH TARGET-GR-CIV **(06
JGP DRUG-TEST-RQD **NO DRUG TEST REQUIRED **1
JPD FUNCT-CLASS-IDF ** N/A N/A
JQL PAY-BASIS **PER ANNUM
JON PAY-TABLE-IDENT **0000
JQT COMP-LEV **0605

JOW FLSA-IND **NON-EXEMPT **N
JPR POSN-OCCUPD-SVCE-IDENTFY **COMPETITIVE SERVICE **1
JZX POSN-WRK-SCHED **FULL TIME **F
JPQ POSN-SNSVY **NONCRITICAL SENSITIVE *%2
X06 NV-POS-SENS-CRITERION **ACCESS TO SCRET/CONF INFO **N
~"Q PPU-ID-CURR ** N/A
' BARG-UNIT-STAT *%*7777
_sC/1  ENV-DIF-PAY-TYPE ** N/A
JQU PREM-PAY-IND ** N/A N/A
JGA POSN-STATUS-IND-CIV **CONFIRMED POSITION **1
JNB SUPV-LEVEL **NON-SUPERVISORY **8
JPO SUPV-MGR-PROBATION-REQMT **SUPERVISORY/MANAGERIAL PROBATION NOT REQUIRED
**l
JZA TYPE-EMP-SUPV **NOT APPLICABLE **99
JOD/1  CIV-SK-1 **SECRETARY
JOE/1  CIV-SK-1-SHRED ** N/A
JQF/1  CIV-SK-1-SUB-SHRED ** N/A
JQOG/1  SK-PERCENTILE **80
JOD/2  CIV-SK-1 **OFFICE AUTOMATION CLK/AST **OAS
JQE/2  CIV-SK-1-SHRED ** N/A N/A
JQF/2  CIV-SK-1-SUB-SHRED ** N/A N/A
JOG/2  SK-PERCENTILE **20
JoD/3  CIV-SK-1 ** N/A N/A
JQE/3  CIV-SK-1-SHRED ** N/A N/A

JQF/3 CIV-SK-1-SUB-SHRED ** N/A N/A

JVX CPCN-VACANCY-IND **VACANCY **0

J1A FIN-DISCLOSURE-ID ** N/A N/A

X0R NV-CAREER-FIELD-ID

**FULL TIME, TENURE 1 OR 2, GS, GM, ST, IN EXEMPT OCC SERIES **92

v05 NV-NON-SUPV-CD **FULL PERFORMANCE/JOURNEYMAN **C
Y NV-POS-CLAS-OFFCL-OFF **
M

X0Z NV-POSN-DEPUTY-RESVD ** N/A N/A

JPJ TNG-PROG-ID **NOT APPLICABLE **00

X02 NV-MOBILIZATION-INC **Y

X03 NV-PAYROLL-OFF-ID **NETFIPC PENSACOLA FL **68566
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