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JOB DESCRI PTI ON

| NTRODUCTI ON

This positionis in the Ofice of the Product Manager for Famly
of Sinmulations (PMFAMSIM, under the Project Director for

Conbi ned Arns Tactical Trainier (PM CATT). PM FAMSI M manages t he
acqui sition of Conmbined Arnms Constructive Training Simulations
and rel ated systens.

MAJOR DUTI ES

1. Participates in the managenent of an organi zation by
performng routine adm nistrative and clerical work. Based on a
good wor ki ng knowl edge of the office and the prograns under the
supervisor's control, the enpl oyee resol ves probl ens associ at ed
with the adm nistrative and clerical work of the office.

- Receives calls, greets visitors, and directs to supervisor or
ot her staff nenbers only those contacts needing their attention
or action. Takes care of routine matters and on the basis of
know edge of the prograns and functions, project assignnents,

i nternal procedures and rel ationships, and current work status,
refers other inquiries to appropriate personnel. Personally
responds to routine and nontechnical requests for information,
such as status of reports, suspense dates, and simlar
information readily fromfiles. Mintains supervisor's cal endar
and schedul es appoi ntnents based on know edge of supervisor's
interests and conmitnents.

- Conposes correspondence on admnistrative and clerical
functions of the office. Conposes routine correspondence on
ot her subjects as outlined in regulations and procedures or
specifically requested by supervisor. Reviews outgoing
correspondence for procedural and grammatical accuracy and
return to originator for required corrections.

- Receives and reviews all incomng mail for the organi zation.
Det ermi nes which itens should be brought to the attention of the
supervi sor and those that should be sent directly to other staff
menbers for action. Reviews outgoing nail for enclosures, dates,
signature, conplete addresses, and destinations. Maintains
suspense records on all correspondence and acti ons docunments and
follows up to ensure a tinely reply or action.

- Prepares in final formall types of docunentation and forns
incidental to office managenent. Prepares travel order requests
and all associated actions and docunentati on.

- Reads directives and instructional material pertaining to
adm ni strative practices and clerical procedures in order to be
aware of new or revised procedures. Provides gui dance and
assi stance on applicable adm nistrative procedures, instructions,



and regul ations to other personnel within the organization as
required.

- Establishes and maintains files; revises and di sposes of files
foll owi ng governent procedures. Miintains reference files of
frequently consulted regul ations, policies, directives, and other
mat eri al . (75%

2. Operates a conputer termnal and a variety of application
software to produce in final formfromwitten material, brief

i nstructions, and/or voice recordings narrative and tabul ar
materials such as correspondence, travel docunents, personnel
actions, etc. Uilizes know edge of regulations and procedures in
determ ning the nunber of copies required and arranging nmateri al
in proper format. Proofreads conpleted work for accuracy in
spelling, granmmatical constructions, and punctuation, and checks
to assure presence of necessary encl osures. (25%

PERFORMS OTHER DUTI ES AS ASSI GNED
1. KNOALEDGE REQUI RED BY THE POSI TI ON LEVEL 1-3 350 PTS

Know edge Type |11

Know edge of the substantive prograns of the organization as
they related to the clerical and adm nistrative functions of the
of fice. Know edge of the duties, commtnents, goals and
priorities of the supervisor and organi zational staff nenbers to
perform assi gned tasks and advi se other clerical support
personnel of such natters as the application of instructions and
regul ations and their effect on the work of the staff. Know edge
of spelling, punctuation, capitalization, arrangenent, granmmar,
and required formats. Skill in operating a conputer term nal and
vari ous software packages to produce docunents in final form A
qual ified typist is required.

Wrk Situation A

The organi zati on may be subdi vided into subordinate el enents
responsi ble for specific prograns or projects assigned to the
organi zation. Internal procedures and controls are normally
established for recurring actions. The supervisor usually
coordi nates the work of the organization through face-to-face
di scussions with the staff.

SUPERVI SORY CONTRCLS LEVEL 2-3 275 PTS

The supervi sor makes work assignnents in ternms of genera
instructions and desired results. The enpl oyee plans and carries
out duties independently within the scope of established
procedures and practices. The supervi sor spot checks work for
adequacy and conpliance with instructions.

GUI DELI NES LEVEL 3-2 125 PTS




Qui deline includes detailed procedures specified in nmanuals and
established instructions. Style manuals and regul ati ons
pertaining to the work are readily avail able. The enpl oyee
exerci ses judgenent in determ ning which of the guidelines is
nost appropriate to each assignnent. Situations requiring
significant deviations fromestablished nethods are referred to
t he supervisor.

COVPLEXI TY LEVEL 4-2 75 PTS

The enpl oyee perforns the full range of procedural duties in
support of the office. Decisions requiring what needs to be done
i nvol ve various choices, requiring the ability to recogni ze the
exi stence of and differences anong clearly recogni zabl e
situations. Actions to be taken or responses to be nmade differ in
such aspects as the sources of information, the kinds of
transactions or entries, or other readily verifiable differences.

SCOPE_AND EFFECT LEVEL 5-2 75 PTS

The purpose of the work is to relieve the supervisor and staff of
the routine adm nistrative and m scel |l aneous clerical work. The
work affects the accuracy and reliability of further processes.

PERSONAL CONTACTS LEVEL 6-2 25 PTS

The enpl oyee's personal contacts are primarily within the

i mredi ate office, but also involve contacts with others in
related units, and visitors to the office who have appoi ntnents
wth staff nenbers.

PURPOSE COF CONTACT LEVEL 7-2 50 PTS

The purpose of contacts is to obtain or provide information,
coordinate adm nistrative work, and to resol ve probl ens.

PHYSI CAL DENMAND LEVEL 8-1 5 PTS

The work is sedentary. No unusual physical demands are placed on
t he enpl oyee.

VWORK  ENVI RONMENT LEVEL 9-1 5 PTS

The work is perfornmed in a typical office setting.

TOTAL 985 PTS



