Acquisition Workforce Demo Project

Position Requirements Document

I.  Organization information:

II.  Position information:  Secretary-Large, Complex Organization, NK-0303-III.  

III.  Duties:

(WORK SITUATION C)

The secretary supports an office that clearly and directly affects a wide range of agency activities, other agencies, or a large segment of the public or business community beyond the supervisor's immediate organization.  Excercises exclusive control over the supervisor's daily calendar, establishes priorities, schedules meetings and appointments, accepts or declines invitations, and arranges for substitute representation without prior approval based on personal knowledge of the supervisor's preferences, priorities, commitments, and protocol, workload, current issues, and unwritten policies and practices.  Personal contacts are typically with high-ranking officials from outside the employing agency at national or international levels in highly unstructured settings.

(WORK SITUATION C)

Receives and screens visitors and phone calls, answers most questions, and completes most business involving established policy or routine matters without referring people to the supervisor.  Visitors and callers must be handled with the highest degree of tact and diplomacy because their positions are at the highest levels, often with state and local governments or major businesses, or the equivalent. Frequently resolves unusual problems, or assesses and recommends changes to office policy to remedy conventional situations, and installs administrative procedures that affect subordinate units.

(WORK SITUATION C)

The secretary supports an office that clearly and directly affects a wide range of agency activities, and correspondence is primarily with high-ranking officials from outside the employing agency at national or international levels in highly unstructured settings.  Composes nontechnical correspondence on a variety of topics such as, office procedures, requests for information, and the handling of Congressional or other sensitive matters based on knowledge of unwritten policies, precedents, and practices.  The size and scope of the organization necessitate that the secretary frequently composes and signs nontechnical correspondence without supervisory review.  Independently reviews outgoing correspondence prepared by others for consistency with the supervisor's policies and personal views, as well as content, correct grammar, spelling, capitalization, punctuation, and appropriate format.  Returns incorrect materials with revisions marked.  Completes most business involving established policy or routine matters without referring correspondence to the supervisor.  Ensures that requirements for classified material are accurately followed, where applicable.  Types correspondence, reports or similar materials from handwriten or electronic drafts using an electronic typewriter or word processor.

(WORK SITUATION C)

Reviews and processes incoming correspondence.  Incoming correspondence is typically from individuals or groups from outside the employing agency and not of a routine nature thereby requiring the secretary to understand the purpose and extent of the correspondence.  For nontechnical matters, the secretary assigns correspondence for staff action based on knowledge of priorities, staff workload, and program goals and unwritten policies, precedents, and practices of the supervisor and organization.  Correspondence must often be handled with considerable judgment, because of its variety, nature, and sensitivity.  Incumbent independently replies to mail not requiring the supervisor's personal attention and completes most business involving established policy or routine matters without referring correspondence to the supervisor.  Resolves procedural and substantive problems not requiring technical knowledge based on a variety of alternatives and priorities set by the supervisor.  Incumbent resolves most conflicts which arise and informs the supervisor of potentially controversial matters.

(WORK SITUATION C)

Ensures office procedures meet organization's needs and are consistently understood and followed in subordinate offices.  Establishes, reviews and updates extensive, often complex office procedures.  Analyzes the need for new procedures, and independently determines the approach, installs the process, and informs the supervisor.  Resolves a wide variety of conflict and duplication.  Clarifies complex, confusing guidelines.  Advises office staff and ensures understanding of administrative and procedural requirements.  Procedures often affect the orderly and efficient flow of work in transactions with parties outside the organization.  Trains secretaries in subordinate offices on administrative policies and procedures.

IV.  Factors:

Factor:
1 - Problem Solving

Level III.  

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

Plans and conducts complex administrative activities.  Develops rules, procedures, or operations for complex/difficult organizational tasks. Identifies issues and determines approaches and methods to accomplish tasks. Initiates effective actions and resolves related conflicts.  Identifies issues requiring new procedures and develops appropriate guidelines.

Factor:
2 - Teamwork/Cooperation

Level III.  

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 on complex issues/problems that may cross-functional areas.  Applies expertise in resolving complex administrative issues. Promotes and maintains environment for cooperation/teamwork. Sets tone for internal/external cooperation.  Leads and guides others in formulating and executing plans in support of team goals.

Factor:
3. - Customer Relations

Level III.  

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

Identifies, defines, and guides administrative efforts in support of customer interactions; coordinates and focuses activities to support multiple customers.  Establishes customer alliances and translates needs to customer service.  Works independently with customers at all levels to define services and resolve non-routine problems.  

Factor:
4. - Leadership/Supervision 

Level III.  

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

Provides guidance to individuals/teams; resolves conflicts.  Expertise solicited by others.  Guides and accounts for results or activities of individuals, teams, or projects.  Promotes individual/team development; leads development of training programs for self and others.

Factor:
5. – Communication

Level III.  

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

Develops and advises on administrative procedures and communicates them to all levels, both internally and externally.  Prepares, reviews, and/or approves documents, reports, or briefings.  Explains and/or communicates administrative/functional procedures at all levels.

Factor: 
6. - Resource Management
Level III.  

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

Plans, acquires, and allocates resources to accomplish objectives.  Coordinates resources across projects.  Optimizes resource utilization across projects.

V.  Staffing KSA's

Ability to communicate orally

Ability to communicate in writing

Ability to use correspondence rules and regulations to prepare and/or edit written correspondence, ensuring proper use of English grammar, spelling, and punctuation

Ability to plan and organize work

Ability to use office automation tools and techniques to support office operations; must be a qualified typist

Skill in using a keyboard (typewriter or computer); must be a qualified typist

Skill in taking and transcribing dictation with proficiency at 120 words per minute or higher

Knowledge of general office administrative and clerical procedures

Ability to provide guidance to customers

Ability to interpret and apply rules, regulations, and procedures

Ability to advise others
