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| NTRODUCTI ON

Position is located in the Command Anal ysis and Pl anni ng
Ofice of the U S. Arny Sinulation, Training and

I nstrunentati on Command (STRICOM a maj or subordinate
command of the U S. Arnmy Materiel Conmand (AMC). The

m ssion of STRICOMis to provide centralized managenent and
direction for all research, devel opnent, acquisition and
fielding of Army training devices, sinulations, sinulators,
instrunmentation, targets threat sinmulators and Advanced
Distributed Sinmulation (ADS). The m ssion includes cradle
to grave life cycle acquisition, beginning with tech base
prograns and throughout each phase of the acquisition
process. The Commander centrally directs, coordinates and
supports the materi el devel opnent, acquisitions and

sustai nment activities through the functional matrix

organi zati on and four project nanagers.

MAJOR DUTI ES

Perforns a variety of clerical and technical duties in
support of the Command Anal ysis and Planning O fice.

1. Perforns both procedural and substantive clerical work
for the organi zation. Uses word processing and ot her types
of software (spreadsheets, database, graphics, etc.), to
process and produce a w de range of docunents, sone of

whi ch require conplex formats, in support of office

aut omation functions. Representative exanples include
creating, editing, and reformatting reports requiring
advanced functions such as those required to generate

tabl es of contents, statistical data with nultiple colums,
techni cal directives, correspondence, and lists of

exhi bits; using database or spreadsheet software to enter,
revise, sort or calculate, and retrieve data for standard
or special reports; and using graphics software to provide
graphi c synbols, charts, and graphs. May transmt,

recei ve, and acknow edge various information such as
electronic mail, and nessages. Prints hard copies or

routes to other termnals as necessary. Responsible for
correct grammar, spelling, capitalization, punctuation, and
term nol ogy used in the office. 30%

2. Prepares a variety of reports. Collects data from
vari ous source docunents, files, records, and staff
personnel ; conpiles information including narratives and
tabul ati ons, in proper format for presentation; assures



correctness, consistency, andconpl eteness. Investigates
apparent inconsistencies and di screpancies, checking with
originators, reconciling and adjusting irregularities, if
possi ble and referring those not reconciled to supervisor.
bt ai ns and assenbl es records, reports, docunents and
charts for use in nmeeting and conferences. Checks form
format, grammar, arrangenent, presence and order.
35%

3. Receives tel ephone calls or visitors to the office.
Det er mi nes pur pose and whether referral to supervisor or
ot her personnel is appropriate. Were referral is not
necessary, provide information fromreadily accessible
files or from personal know edge. Advi ses appropriate
per sonnel on subjects di scussed. Processes incom ng
correspondence, referring itens to supervisor/other
personnel as appropriate. Conposes routine correspondence
pertaining to admnistrative matters such as trave
arrangenents, coordinating visits and cl earances, request
for supplies, etc. Makes arrangenents for conferences and
nmeeti ngs, including scheduling conference facility,
provi di ng necessary materials and equi pnent, notifying
partici pants and preparing agenda (to include incorporating
verbal or witten suggested agenda itens from
partici pants). Establishes and naintains office files and
records; prepares visual aid material, including charts,
tabl es and transparencies to display selected area.
Perforns a variety of admnistrative functions such as
ordering supplies, securing printing services, naintaining
time and attendance records. Picks up and distributes mail
and travel orders as necessary. Make necessary travel
arrangenents that include preparing travel orders/trave
clainms and nmaking airline, |odging, and rental car
arrangenents. Responsi blefor obtaining the nost effective
and efficient travel arrangenents.

35%

Performs other duties as assigned.

FACTOR 1. KNOALEDGE REQUI RED BY THE POSI TI ON
- Knowl edge of the Modern Arny Recordkeepi ng System

- Know edge of the work program of the office sufficient
to screen requests for information, personally provide
aut horized information fromfiles and records.



- Know edge of the substantive prograns of the office as
related to it's clerical and adm nistrative support
functi ons.

- Knowl edge of granmar, spelling, punctuation
capitalization, forns,syllabification, a wide variety of
formats, and term nol ogy common to the unit for which the
wor k is done.

- Knowl edge of several types of office autonation
sof t ware packages, practices, and procedures, and ability
to apply these know edge's and skills in processing and
produci ng a wi de range of docunents and other materials in
support of the office mssion. Skill to operate an
el ectronics typewiter, word processor, and/or personal
conputer, using a standard typewiter style keyboard with
addi ti onal functional keys to produce work accurately and
efficiently. Skill in operating related equi pnent such as
printers and nodens. A qualified typist is required.

FACTOR 2. SUPERVI SORY CONTROL

Wor ks under general supervision. |Incunbent is expected to
performduties in response to stated objectives, and
various witten general guides and procedures. Supervisor
provi des instructions on new or changed requirenents, but
ot herwi se expects incunbent to conpl ete assignments on own
initiative. Wien current practices or deviations in an
assi gnment cause probl ens, the incunbent uses own
initiative to resolve them and coordi nates efforts with

ot her enpl oyees involved in or affected by the substandard
procedures. Wrk is evaluated for technical soundness,
useful ness, and conformance with office operating

requi renents and needs. The nethod used to produce work is
general ly revi ened.

FACTOR 3. GUI DELI NES

Qui del i nes include detailed or established procedures
applicable to the m ssion of the organization,
correspondence, etc., office automati on nanual s,

directives, previous reports, and other references. The
enpl oyee uses judgnent in |locating, selecting, and applying
the nost appropriate authorized alternative anong the

vari ous guidelines covering specific cases. Significant
deviations are referred to the supervisor.




FACTOR 4. COVPLEXI TY

- Work involves sonme conputer termnal for transm ssion
end receipt of electronic mail, word processing, and use of
vari ous software prograns.

- Work involves unrel ated questions, concerns, and
problens in adm nistrative support areas. Methods and
approach are independently determ ned to reach desired end-
result.

FACTOR 5. SCOPE AND EFFECT

- Application of regulations, policies and procedures
i nvolved in records nanagenent and forns managenent. The
i ncunbent ensures that the clerical and adm nistrative work
of the office confornms to the appropriate policies and
procedures. Work is required to provide adm nistrative
support to CAPO personnel and programto permt m ssion
acconpl i shnent .

FACTOR 6. & 7. PERSONAL CONTACT AND PURPOSE OF CONTACTS

Personal Contacts - Contacts are with enpl oyees at vari ous
| evel s t hroughout the agency.

Pur pose of Contacts - Contacts is to exchange infornmation
about the assignnent or nethods to be used to conplete the
assignnment. For exanple, to clarify term nol ogy, determ ne
priorities on projects, discuss additions or revisions, and
to di scuss equi pment capabilities.

FACTOR 8. PHYSI CAL DEMAND

The work is primarily sedentary but may involve sone
wal ki ng, standing or bending. There are no special physical
dermands required.

FACTOR 9. WORK ENVI RONVENT

The work is perfornmed in an office setting.



