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| NTRODUCTI ON

This position is located in the Hunman Resource Managenent

Di vision and serves as an assistant to the Chief, Human Resource
managenent Division (RP), Sinmulation, Training and

I nstrunentati on Command (STRICOM), which is a Major Subordinate
Command (MSC) of the U S. Arny Materiel Command (AMC). The

m ssion of STRICOMis to provide centralized managenent and
direction for all research, devel opnent, acquisition and fielding
of Arny training devices, sinmulations, sinmulators and Advanced
Distributed Sinmulation (ADS). The mission includes cradle to
grave life cycle acquisition beginning wwth tech base prograns
and follow ng through with each phase of the acquisition process.
The Commander centrally directs, coordinates and supports the

mat eri el devel opnent, acquisitions and sustai nnent activities

t hrough the functional nmatrix organi zati ons and four project
managers. The primary purpose of the position is to plan,

coordi nate and/or acconplish a variety of office support
functions and to performa nyriad of adm nistrative duties

i nvol ving coordination and |iaison within STRICOM and acr oss

vari ous other organi zational elenments (NAWTSD, HRO HQAMC)
concerni ng personnel, training and adm nistrative functions.

MAJOR DUTI ES

1. Receives DD Form 1556-1s (Request, Authorization, Agreenent,
Certification of Training and Rei nmbursenent) and edits for
conpliance. Inputs training request information into Database on
Local Area Network (LAN). Assigns docunent nunbers and tracks
training requests. Interfaces with budget as required with
regard to tuition and material costs. Obtains necessary approval
signatures. Inputs governnent Defense Acquisition University
(DAU) and Non-DAU cl asses into the Arny Training Requirenents and
Resources System (ATRRS) system Provides notification, with
fund cite to the enpl oyee, supervisor and secretary when

enpl oyees are selected for classes. Forwards original DD Form
1556-1 to Navy HRO Maintains all information in LAN Dat abase
and maintains file hard copies. Devel ops and wites report
queries to access, retrieve, organize, custom ze and extract
information in ATRRS, downl oading to | ocal Personal Conputer
Provides printouts of ATRRS reports. Conducts Annual Arny
Centralized Individual Training Solicitation (TACITS) survey,
coordinating and conpiling information and inputting into the
ATRRS system Provides training and acquisition certification

i nformation from catal ogues, booklets, nenoranduns, DAU conputer
files, the Internet, personal files and personal know edge.
Through personal or tel ephone contacts with appropriate

i ndi vi dual s, makes arrangenents for visits, neetings,

conf erences, synposia, workshops, etc., on own initiative nmakes
arrangenments for such neetings by reserving space, setting the



specific time and contacting all personnel expected to attend.
Arranges for audio, visual, and projection equipnent, facility
setups, production of handouts and materials, and, if necessary,
attends neetings to provide ongoi ng support for onsite training
and sem nars. 40%

2. Ensures uniforminternal admnistrative procedures and

techni ques within the division. Receives, interprets, and

di ssem nates STRICOM AMC and DA gui dance and directives
pertaining to the assigned office services functions. Serves as
a source of information and know edge in providing operating

of ficials and personnel assistance and gui dance i n acconpli shnent
of adm nistration matters and responsibilities. Mintains
Chief's official calendar wwth the authority to commt. Makes
and confirns tentative appointnents. Ensures that the Chief is
prepared with appropriate subject matter, correspondence or
background i nformation. Maintains a close working relationship
with staff nmenbers and coordinates with all parties involved to
ensure neetings, conferences and other visits are successful.
Foll ows up on action itens resulting from conferences and

nmeeti ngs; keeps Chief informed of status of projects within the
of fice. Makes all necessary travel, neeting and conference
arrangenents. Secures travel orders, flight arrangenents as
necessary and prepares travel vouchers and reports. The i ncunbent
receives, screens and routes incom ng correspondence (i ncluding
all Command nessage traffic), retaining for own persona
attention that which does not require action by the Chief or

ot her professional nenbers of the staff, quickly scans
periodi cal s, professional journals, technical reports, and calls
attention to urgent or inportant new itens. Establishes,
controls and mai ntains suspense file insuring that deadline dates
and obligations of the Chief are met as commtted and/or
responsi bl e action officers are notified of deadlines. Reviews
out goi ng correspondence for neatness, accuracy, adherence to

est abli shed format, and adherence to the Chief's adm nistrative
policies. Drafts correspondence, such as routine official mail,

| etters of acknow edgnment, congratulatory letters, letters of
acceptance and routine official reports. Miintains reference
files of frequently consulted organi zations, regulations,
policies, rosters, directives, significant dates and

anni versaries and other material. Miintains operational |evels
of required office supplies and equi pnent. Receives and screens
all telephone calls and visitors. Determ nes nature and purpose
of call or visit and initiates action or handl es request as
required. Inquiries and calls not referred to the Chief are
forwarded to the appropriate staff nenber or action officer.
Coordi nates with other entities to obtain information, relay
nmessages and clarify questions. 35%



3. Incunbent is responsible for preparing a variety of personnel
forms such as Request for Personnel Action (Standard Form 52),
Position Description (Oficial Form8), and Incentive Award

Nom nation and Approval (DA Form 1256). Coordi nates and assi sts
in the preparation and subm ssion of drafted fornms and
attachnents as needed. Assures that this information is

submtted in-the proper format and in a tinmely manner. Prepares
spreadsheets and conpil es and anal yzes training certification and
educati onal data as requested 25%

PERFORMS OTHER DUTI ES AS ASSI GNED.

FACTOR 1 KNOW.EDGE REQUI RED BY THE POSI TI ON

- Know edge of the Arny Training Requirenments and Resources
System (ATRRS) to input training requests and to develop, wite
and print report queries.

- Ability to use different types of software packages such as
M crosoft Excel, Mcrosoft Word, Mcrosoft Power Point, PerForm
Filler, electronic mail and network schedul er.

- Know edge of the organizational mssion and structure within
STRICOM AMC, Departnment of the Arny (DA) and DOD as well as the
Naval Air Warfare Center-Training System Division (NAWC-TSD) to
ensure correct admnistrative procedures are foll owed.

- Knowl edge of STRICOM s goals and the Chief's priorities,
policies and commtnents to assess inpact of new admi nistrative
directives, assenble information, respond to routine inquiries or
direct calls and visitors to the appropriate staff menber for
response.

- Know edge of Arny correspondence and filing regul ations,
procedures, proper format, punctuation and grammar to prepare
menor anda, briefings, reports and presentations and to maintain
appropriate filing and record systens.

- Skill in using a personal conputer to prepare correspondence,
reports, presentations, nenoranda, and briefings into final
format utilizing various types of word processing, spreadsheet,
dat abase managenent and graphi cs software packages.

- Skill in using other types of office equipnment such as
typewiters, tel ephones (including voice nmail systens), copiers,
scanners, overhead projectors, video and tel econferencing

equi pnent, etc., to assist with neetings, conferences and

bri efings.



- Ability to set priorities and organize the work flow within an
office to maxim ze efficiency and productivity.

- Ability to communicate effectively both orally and in witing
to respond to witten and oral requests and inquiries.

- Ability to maintain confidentiality regardi ng work issues.

- Ability to deal tactfully with people at all |evels throughout
DOD, ot her Federal agencies, and private industry.

FACTOR 2 SUPERVI SORY CONTROLS

| ncunbent of position reports to the Chief, Human Resource
Managenment Division. The supervisor sets deadlines for particul ar
projects to be conpleted as well as the priorities wthin the

of fice. Incunbent works primarily independently consulting with
the Chief in an unusual or conplex situation arises. Enployee
nmust handl e and respond to various situations on personal
initiative and acconplishes nost of the work w thout direction
fromthe supervisor. Conpleted work is reviewed only with respect
to acconplishnment of objectives and overall operation of the
clerical and admi nistrative processes within the Hunman Resource
Managenent Di vi sion.

FACTOR 3 GUI DELI NES

Gui del i nes i nclude DOD, DA, AMC, STRI COM adm nistrative and
correspondence directives and standard operating procedures and
policies regarding filing and correspondence, and/or |eave/tine
and attendance. QGuidelines also include reference nmanual s,
handbooks, dictionaries and thesaurus. The incunbent nust
frequently interpret and adapt these guidelines to the specific
wor k situations.

FACTOR 4 COVPLEXITY

Work includes various types of adm nistrative and support
functions to the Chief, Human Resource Managenent Division. Such
duties are conpletely varied in nature, require coordination and
frequently are wi thout precedent. The incunbent nust use personal
know edge of the duties, priorities and conmtnments of the chief
to successfully acconplish the assignnent.

FACTOR 5 SCOPE AND EFFECT

Wrk of the incunbent directly affects the adm nistrative
processes of the Human Resource Managenent Divi sion and hi s/ her
staff as well as the Command Group and other entities serviced.



FACTOR 6 PERSONAL CONTACTS

Contacts are with all levels of managenent within STRI COM hi gher
headquarters, private industry, academ a and governnent personne
from agenci es.

FACTOR 7 PURPOSE OF CONTACTS

The purpose of contacts is to coordinate, plan, advise or resolve
adm ni strative and operating problens. Contacts are also nade to
ensure conpletion of action itenms and suspense's, schedul e

nmeeti ngs and conferences, and nmake travel arrangenents.

FACTOR 8 PHYSI CAL DEMANDS

The work is primarily sedentary.

FACTOR 9 WORK ENVI RONVENT

Wrk is performed in a typical office setting.



