SECURITY ASSISTANT (OA)

                                NK-086-II (GS-7)

Works under the general direction of the supervisor regarding the clerical and technical support of a variety

of security programs. The supervisor defines objectives, priorities, and deadlines. The incumbent

independently plans and organizes work within the parameters of established polices and guidelines. The

supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed

for conformance to policy. 

Serves as a security assistant responsible for monitoring standardized aspects of established security

program operations. Establishes and maintains security records. Reviews a variety of security documents.

Follows-up with appropriate personnel to obtain correct information on incomplete documents.

Independently resolves security program problems of moderate difficulty. Each assignment consists of a

series of related actions prior to completion. The work involves working with others to identify problems

associated with the clerical/administrative aspect of security programs and is concerned with making

recommendations according to established objectives and requirements.

The work requires the knowledge and skill to recognize problems, collect information, establish facts, and

take or recommend appropriate action.

Interacts with customers to communicate information and to understand customer needs. Actively

participates as a team member, when necessary, to accomplish projects.

Prepares and consolidates reports or correspondence.
