Acquisition Workforce Demo Project 

Position Requirements Document

I.
Organization information:  
II. Position information:  Office Support Assistant (OA) NK-303-II 

III. Duties:  

Works under the general direction of the supervisor on the technical and practical aspects of preparing a variety of correspondence and managing assigned clerical projects.  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. 

Performs specialized duties with continuing responsibility for certain projects. Independently resolves clerical/technical 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 clerical/administrative programs and is concerned with making recommendations according to established policies, objectives, and requirements. 

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

The work requires knowledge of procedures and techniques involved in performing a variety of clerical and office assistant or technical work.

Please select a minimum of two of the additional duties described below.

___ Prepares budget estimates and performs other budget related duties.

___ Serves as the automation point of contact.

___ Requests/purchases office supplies.

___ Prepares Request for Personnel Actions (SF-52), Awards, and other related civilian personnel forms.

___ Serves as the training coordinator.

___ Performs a variety of clerical duties to include, preparing and composing correspondence; scheduling appointments and maintaining the supervisor's calendar; sorting and distributing mail; and compiling and preparing reports.

IV.  Factors:

Factor: 

1. - Problem Solving 

Level II.   

Work is timely, efficient, and of acceptable quality.  Completed work meets project/program objectives.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Plans and conducts administrative activities for projects.  Develops, modifies, and/or applies rules, procedures, or operations to resolve problems of moderate complexity/difficulty.  Independently plans and executes assignments; resolves problems and handles deviations.  Identifies and adapts guidelines for new or unusual situations.

Factor:

2. - Teamwork/Cooperation
Level II.   

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions exhibit and foster cooperation and teamwork.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Works with others to accomplish tasks.  Resolves administrative problems; facilitates cooperative interactions with others.  Guides others and coordinates activities in support of team goals.  Proactively functions as an integral part of the team.

Factor:

3. - Customer Relations

Level II.   

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions enhance customer relations and active promote rapport with customers.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Guides the administrative efforts of individuals or team members as they interact with customers.  Independently interacts with customers to understand customer needs/expectations.  Interacts independently with customers to communicate information and coordinate actions.  

Factor: 

4. - Leadership/Supervision
Level II.   

Work is timely, efficient, and of acceptable quality.  Leadership and/or supervision effectively promote commitment to mission accomplishment.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Actively contributes as team member or leader; takes initiative to accomplish assigned projects.  Guides others in accomplishing projects.  Coordinates appropriately with others to complete tasks within established guidelines.  Identifies and pursues individual/team developmental opportunities.

Factor:

 5. – Communication
Level II.   

Work is timely, efficient, and of acceptable quality.  Communications are clear, concise, and at appropriate level.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Interprets and communicates administrative procedures within immediate organization.  Prepares, coordinates, and consolidates documents, reports, or briefings.  Communicates/presents internal administrative/functional procedures and tasks internally and externally.

Factor: 

6. - Resource Management

Level II.   

Work is timely, efficient, and of acceptable quality.  Resources are utilized effectively to accomplish mission.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Identifies and uses resources to accomplish projects.  Plans resources to achieve project schedules.  Effectively accomplishes projects within established resource guidelines

V.  Staffing KSA's

Skill in interpersonal relations

Ability to plan and organize work

Ability to gather, analyze, and present facts

Ability to use office automation tools and techniques to support office operations

Ability to work cooperatively as a member of a team

Knowledge of program planning and budgeting cycles

Ability to identify problems and develop innovative solutions

Ability to provide guidance to customers

Ability to interpret and apply rules, regulations, and procedures

Knowledge of the organizational and functional responsibilities and operations of the employing organization

